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Before Pearl Harbor, patching a torn raincoat or 
sealing a Christmas package was just part of the 
day’s work for a roll of “SCOTCH” TAPE. 
But today, the “raincoats” it seals are gas capes 
like the one shown here, designed to shield 
American soldiers from showers of deadly blister 
gas. And the “gift packages” it decorates are 
artillery shells and bomb fuzes marked Special 
Delivery to Hitler & Company. 


Because of hundreds of important war jobs such 
as these, production of “SCOTCH” TAPE has 
been diverted to the armed forces and essential 
industries. ‘Today, shipment on “SCOTCH” 
TAPE is 45 to 90 days (depending on type of 
tape) after receipt by us of war or rated orders. 
Unrated orders are placed on file and will be 
shipped when and if tape becomes available. 


These standards have been set as a result of raw 
material restrictions. If you cannot meet the 
necessary rating requirements we hope you will 
accept the situation understandingly. The 
“SCOTCH” TAPE you can’t buy now for civilian 
use is doing its bit to hurry the day of Victory. 


“SCOTCH” is the Trademark for adhesive tapes 
made by Minnesota Mining & Mfg. Co. 


SCEZCH TAPES 


MADE IN U.S.A. BY 
MINNESOTA MINING & MANUFACTURING CO. 
SAINT PAUL 6, MINNESOTA 
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HAVE A LOOK 
AT THE RECORD! 


MPORTANT records go down to stay, in history and in business. But where the 

classic achievements of the ancients, la oriously carved in marble, were difficult 
to handle, today’s Classic records are created and handled with speed and ease. 
Modern Classic, contributing outstanding beauty to business correspondence and 
record-keeping, is a superb typewriter rib»on by Columbia. 


CLASSIC TYPEWRITER RIBBONS are finer—for fine work. There's no smudge 
or smear to beautiful, dignified Classic typing. They give exceptionally long wear. 
hence offer economy plus beauty. 


Call your dealer, or the Columbia Office in your city for this 
“Classic opportunity’’. 


- * 
; | Te 
' TyPEWRITER RIBBONS 


COLUMBIA 


RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office & Factory: Glen Cove, L. I., N. Y. 


Branches 

@ MILWAUKEE e NASHVILLE 6 
MO. @ DETROIT @ MINNEAPOLIS @ 
PHILADELPHIA ® CINCINNATI @ (HARR.S-MOERS COMPANY) 
AlsomLondon, England; 


NEW YORK CITY 
PITTSBURGH @® KANSAS C TY, 


Sydney, Australia 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
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We have received a large shipment of the finest finished Ladies’ Handbags 


leather goods from England, made for us in world- Billfolds 


famous English workshops. Cigarette Cases 


Zip Tobacco Pouches 


We shall do our best to distribute this choice merchandise Writing Cases 
fairly and equitably among our customers. Leather Picture Frames 


Jewel Boxes 


LARGE STOCKS ON HAND Pass Cases 

Shoulder Strap Bags 
for WACS, WAVES 

DOMESTIC AND IMPORTED MERCHANDISE Empty Utility Kits 


Immediate Delivery 


U. S. LUGGAGE & LEATHER PRODUCTS CO. 


(29 WEST 34th STREET = | #$MEW YORK 1, MY. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers November, 1943 
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America's armed service deserves the best 


OLD TOWN salutes the office employee! 


Thousands of them—managers and help alike—are doing their important bit to keep 
wut war effort at top speed. With no glory of battle combat, and without the public acclaim 


of the war worker they devote long hours to maintaining the rhythmic flow of the life 
blood of business. 


At typewriter and duplicator, bookkeeping machine, billing and posting equipment—they 
form a mechanized army that extends from coast to coast, and even to the far outposts 
of America’s military empire. And for every machine, whatever or wherever it may be, 
there is an OLD TOWN product. Ribbons, carbon paper, duplicating materials, carbon 


paper rolls—in fact, everything needed to maintain operation will be found in the 
OLD TOWN line. 


Not only is the OLD TOWN line complete, but also we recognize our responsibility of 
Moviding the best materials that our long skill and constant research can perfect. No 
tort is ever spared—no step omitted to see to it that every OLD TOWN product will 
W its job efficiently, economically and with maximum convenience to the user. 


fyou are not already an OLD TOWN user, why not get acquainted with the line that 
many leading wat-working corpora- 


DAWN Curlproof CARBON 
STRATOSPHERE CARBON 

SABLE CARBON 

DOUBLE DUTY CARBON 
NOTACK PENCIL CARBON 

OLD TOWN HERMETIC RIBBONS 


ons as well as government agencies Make OLD TOWN your head- 
ind bureaus use and specify ? Wi quarters for duplicating supplies. 


RIBBON & CARBON CO. wc. 


Foremost Makers of Ribbons and Carbons for Every Use 


CHICAGO - SAN FRANCISCO - LOS ANGELES - BOSTON © PITTSBURGH 


750 PACIFIC STREET, BROOKLYN, NEW YORK, N. Y. 


CITY - MINNEAPOLIS 
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REGULAR 
INSPECTION 


Little troubles never become big ones when 
you have your adding machines inspected 
regularly by a trained service man. They can 
then be detected and corrected before they 
become serious. 


BE SURE THEY'RE 
PROPERLY 
LUBRICATED 


Hundreds of precision parts in adding ma- 
chines require specially developed lubri- 
cants. Victor-trained service men are 
equipped and are competent to perform this 
and other service correctly. 


DON’T TRY 
TO MAKE 
ADJUSTMENTS 
YOURSELF 


Could you fix a fine watch? Adding machines 
are much more complicated, and must be just 
as carefully adjusted with special tools. Play 
safe! Call your Victor-trained service man 
for all adjustments. 


ARRANGE FOR 


HERE'S HOW TO KEEP ‘’EM 


od ° 


Vi 


nomical in the long run. Now’s the time to 
get a complete job! 


Neglecting to have adding machines cleaned 
regularly is the most common cause of fail- 
ures. But don’t try to clean them yourself! 
Only a trained, experienced service man can 
do it right. 


You get only what you pay for in adding ma- 
chine service work. Expert work, done by 


HAVE THEM 
CLEANED AT 
REGULAR 
INTERVALS 


BEWARE 
OF CHEAP 
**FIX-UP”’ 
JOBS 


ctor-trained service men, is the most eco- 


TIPS TO OPERATORS 


Keep machines covered. 
° 


Clean rollers regularly with good 
cleaning solution. 


> 
Use good grade of paper to re- 
duce lint and dust. 

4 


Keep type clean by using a good 
type-cleaning solution. 


Consult your classified ’phone book for the nearest 
Victor Dealer or Factory Branch, or write us. 


VICTOR ADDING MACHINE CO. 


3900 N. ROCKWELL ST., CHICAGO 
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Lach Degree answers 


AN ALL-IMPORTANT QUESTION 


The business world is facing problems, and asking 
questions-or seeking answers! What to do to im- 


prove the pencil-work efficiency in this department, 
or that? 


Inevitably extra pencil work has to take over for 


: , i 
the office machines one cannot get in these days. rf 


And the jobs are many—some for the all-purpose 
MONGOL No. 2 degree—others for harder, 
sharper points. This is a time for a re-appraisal 

of your office pencil work, and a check-up 

to make sure that the proper quality and 
degree are provided for each department’s 

work. 


Your Stationer will recommend 
MONGOL quality—in the right de- 
gree for time-saving efficiency. 


—- 


EBERHARD on 


leadership. IN FINE WRITING MATERIALS SINCE 1849 
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MOIST HANDS CAN’T MAR WHITE-X 
SURFACE OR TRANSPARENCY 


The moisture resistance of White-X is important. Be- 
cause of it White-X ‘“‘takes” hard-pencil lines uniformly 
black no matter how many moist hands have come in 
contact with its special surface. And since water on 
White-X leaves no ghosts, prints from pencil drawings 
are more vivid in contrast —more uniform in line and 
background. You can take pride in White-X drawings. 


FOR IMMEDIATE DELIVERY 


Fine tracing media and sensitized papers ready 
for delivery from the following cities. Just phone 


Atlanta JACK. 2121 
Birmingham 3-8183 
Boston LIBERTY 4690 
Buffalo CLEVE. 0370 
Chicago KEY. 7000 
Cincinnati MAIN 2664 
Cleveland CHE. 7347 
Columbus MAIN 3420 
Dallas RIVERSIDE 4403 
Dayton ADAMS 9174 
Denver MAIN 516] 
Detroit RAN. 8483 


Fr. Wayne ANT'Y 4142 
Fort Worth 3-3244 
Hollywd GRANITE 4188 
Houston CAPITOL 1233 
Indianapolis MKT. 4466 
Jacksonville 5-2166 
Kans. City VICTR 7881 
Knoxville 3-4944 


or by mail or phone 


Los Angeles MUT. 2341 
Memphis 8-6796 
Milwaukee MARQ. 7246 
New Orleans RAY. 0331 
New York WIS. 7-7678 
Oklahoma City  3-6306 
Omaha ATLANTIC 7890 
Philadelphia LOM. 7044 
Pittsburgh ATL. 3350 
Portland ATWATER 8681 
St. Louis CHESTNUT 0688 
Salt Lake City  4-7823 
San Diego FRANKLIN 1344 
San Francisco DOU. 5975 


Seattle MAIN 4022 
Tampa M-8377 
Toledo ADAMS 7224 
Tulsa 3-0168 


Washington NATL. 4063 
Wichita 2-2722 


to our Chicago office. 
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ou said it 


with your orders 
for the New— 


Kock a-File 


PATENTS APPLIED FOR 


American stationers and filing experts who have 
wen Rock-a-File, and realized its dozens of positive 
vantages, have given their opinion of Rock-a-File 
ules potentialities— 


They said it with ORDERS! 


We value the judgment of these seasoned filing 
pecialists. They enthusiastically pronounce Rock- 
‘File the safest, most compact, most space-conserv- 
ing, most muscle-saving, and MOST SENSIBLE file 
yet devised. We believe you will agree they are right. 


If you haven’t seen Rock-a-File, write for litera- 
ure, descriptions, prices. Rock-a-Fileissoldthrough 


America’s foremost stationers. 


November, 1943 


The Rock-a-File card 
file, similar in prin- 
ciple to the larger let- 
ter and legal size 
Rock-a-File, pro- 
vides the same degree 
of space-saving and 
convenience. Rock- 
a-Filecard fileisavail- 
able in single and 
double units for 3x5, 

cards, 
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Steel dae is busy building desks . . . 
FOR RADIO CODE TRAINING 


YOUR customers would have little use for a five- 
place radio code training desk. But Uncle Sam, the 
sole customer we’re serving today, needs them for 
radio communications training. 
Lessons learned at these multiple-place desks bear 
fruit on distant battle fields . . . help bring Victory 
closer. 
When it comes . . . as it must to a cause that is just... 
Corry-Jamestown will swing quickly back to civilian 
production. You'll be supplied with the finest 
STEEL AGE office furniture we have ever produced! 
be oa Ne Rianne Improved by the peace-time application of war-born 
to the convenience of a Steel discoveries, post-war STEEL AGE products will hold 
Viocsthsieriaa amelie a brilliant promise of profits. 


SPEED 
vicTorRY 


“MANUFACTURING CORPORATION, CORRY, 
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Well—maybe the illustration is, but it certainly is time for you to order 
your next year’s Justrite Daters from your office supply dealer. Don’t 
wait until January Ist to find out that many of your marking de- 
vices have become “out of date.” Your Justrite dealer will be in 
a better position to take care of your requirements now, before K~ 


' ye 
the new year’s rush begins. it 5SN 


LOUIS 
MELIND 
COMPANY 


362 W. Chicago Ave. Chicago 10, Ill. 
Manufacturers of America’s Most Complete Line of Marking Equipment 


November, 1943 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers i 


Have you written for your FREE copy 
of “101 Office Short Cuts”? It’s a 20- 
Page booklet that will help you obtain 
& maximum of output with a mini- 
tum of office personnel. Write Dept. G 
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T. keep the business of war and wartime 


America running smoothly, “Y and E” 


manufacturing facilities are operating at 
the highest rate in history. This un- 
precedented flow of folders, guides, cards 


and labels depends on you for its most 


efficient distribution. 
We are doing our best to see that there 
will be enough for all who need them. We, 


therefore, suggest that you advise us at 


once regarding the needs of the war 


plants in your community. 


“FOREMOST FOR OVER SIXTY YEARS” 


HAN 


1045 JAY sme fio 
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swivels to 


Zephyr SWIVODEX 


only dip pen set 
with so many features 


—needs no re-filling for 6 to 9 
months, picks up exactly right 
amount of ink each time, can't 
be tipped, can't be spilled, 


every angle for con- 


venience and beauty — ebony 
or ivory complete with match- 
ing pen. Model R300..... $3 


2 West 46th St. 


ZEPHYR AMERICAN CORP. 


New York 19, N. Y. 


Zephyr AUTODEX A-100 
The newest Autodex—the world's 
most convenient phone index — 
available in BLACK, WALNUT 
and ASSORTED COLORS at the 
remarkable retail price of .. 89e 


Zephyr DIPODEX 


Jewel-bright ebony ink well. 


Remarkable value at 


Cover 
smoothly slips open and closed. Pen and 
pencil racks on each side. Matched to 
ZEPHYR'S ROLODEX and mee 


Zephyr WEDGIES 


America’s fastest 
selling file fastener 


! 


3. Exclusive 
securely. 


can sell 


holds 


locking device 


4. Meet Federal Specifications. You 


government locally. 


Two sizes; 210 (1I" expansion) 


220 (2" expansion) 
2%,"' centre 


Zephyr AQUADEX 


Revolutionary development in moisten- 
ers. Replaces old-fashioned sponge cup. 
Durable, always clean plastic top auto- 
matically releases correct amount of 
moisture. Can't become sticky, gummy 
or messy. Perfect for sealing envelopes, 
moistening labels or stamps... .... $1 


Zephyr ROLODEX 


Gleaming ebony rolier-moistener—dur- 
able — functional — a handsome match 
for ZEPHYR'S DIPODEX and AQUA- 
DEX. Made of GLASS, ROLODEX 
can't become sticky or gummy! Excellent 
$1 


value at 


Zephyr 
AUTODEX 
PLASTIC 
(UREA) 
MODEL 


World's most popular 
phone index — always 
a sales leader — me- 
chanically perfect, in- 
definitely durable. As- 
sorted colors.. $2.50 


November, 1943 
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The 1944 Dome Ta 
with C. P. A. Service 


x Record 
Behind It! 


Dome Record Has Been Tested, 
Applied and Approved By 


Accountants and Businessmen 


RESULTING IN INCREASING VOLUME 


See for Yourself! 
_ THE ONLY 


by #, 


TAX SERVICE 


H ERE’S a taxpayer’s “natural”—the amazing tax record 

service that business and professional men and women 
have found the surest easiest way to comply with new tax 
laws. Yow will find the new 1944 DOME SIMPLIFIED 
WEEKLY TAX RECORD more helpful than ever before 
because now every copy entitles its owner, FREE, to all 
Regular Research Tax Bulletins issued by the Dome Tax 
Research Divisions—clear, easy-to-understand advice on all 
changes and developments during the tax year. 


This unusual record is simple, complete, reliable, and ac- 2 
curate. Bookkeeping knowledge unnecessary. Only a few 
minutes a week keeps it up-to-date. Exclusive features—such 
as Detachable Yearly Summary Sheet—built right into the 
book by Nicholas Picchione, C.P.A., tax consultant and lead- 3 
ing authority, make this tax help “the greatest aid to small 
business ever devised.” Now, with Regular Tax Research 
Bulletins, the Dome Record is more helpful—then ever! 
Order today! 


ORDER THROUGH YOUR STATIONER 
or write to 


BAINBRIDGE, KIMPTON & HAUPT, Inc. 


218 Greenwich Street New York 8, N. Y. 5 
14 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers 


Weekly payroll Record, with special col- 
umns for all tax deductions (Required 
by Law.). 


Social Security account for each em- 
ployee covering full year (Required by 
Law.). 


Simple, accurate, complete weekly In- 
come and Expense Record (Required by 
Law.). 


Free Tax Service—clear, easy-to-under- 
stand advice on all changes and develop- 
ments during the tax year—by a noted 
C.P.A. 


Longest list of legal deductions ever 
published (276 items of deductions). 


, Office Managers November, 1943 
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UPHOLDING A TRADITION 


An established reputation for making only the finest products in their field 
is a distinction enjoyed by few companies. The M&V Guild of Craftsmen 
exemplifies a group of technicians whose skill, experience and teamwork 
insure an outstandingly superlative product. That is why discriminating users 
of Silk Spun Carbon Papers enjoy great satisfaction in obtaining better and 


clearer copies — a fact all M&V distributors have known for many years. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


INE CARBON PAPERS & INKED RIBBONS - PARK RIDGE, NEW JERSEY 
p OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
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10 drawer 


TABULATING CARD FILE 20 compartments 
20 drawer unit for cards 


THy"3%4" 


The Tabulating Card File illustrated (upper left) is NEW ENGLAND'S 
latest contribution to the industry. Now you can offer your customers 
matched units in wood to meet all standard filing requirements. 


The new Tabulating Card File is made according to the same NEW 
ENGLAND high croftsmanship standards of fine cabinet making. Each 
pair of drawers set on a sliding tray which operates on metal rollers 
When on the tray the drawers are held positively in position but all 
drawers are removable. This file is also made as an 18 drawer unit 


52” high to match other NEW ENGLAND numbers. 


The NEW ENGLAND LINE embraces many other office and factory units 
designed expressly to take the place of steel so vital to our war 
efforts — LOCKERS, STORAGE CABINETS, SECTIONAL BOOKCASES 
and CLOTHES RACKS. We are equipped to manufacture special 
equipment in all types of wood from architect's drawings and speci- 
fications. Let's get acquainted. 


New England Woodworking Co. 


512 E. 137th Street New York, N. Y. 


6x4 CARD FILE 14 compartments 


5x3 CARD FILE 16 compartments 


LEGAL FILE 
1, 2, 3, 4 and 5 drawers 


8x5 CARD FILE in letter or legal size 
7 drawer 


CARD CABINETS 


Sturdily made of laminated birch, NEW ENG- 
LAND'S Card Cabinets in olive green finish 
have a steel-like appearance. They come in I+ 
drawer, 2-drawer, 4-drawer, 6-drawer, and 9 
drawer units for both 5x3 and 8x5 cards. There 
is also a 7-drawer cabinet with 14 compart 
ments for 8x5 cards and a 10-drawer cabinet 
with 20 compartments for 5x3 cards. Select @ 
sample order from our catalog. One examina- 
tion will convince you. 
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RED FEATHER 
STENCILS 


B UILD their own lasting 
impressions, create their own 
repeat demand from satisfied 


customers. 


That continued performance is 
impressive—that's why we. say 
Red Feather Stencils give 'Im- 


pressive Impressions." 


Red Feather Dealers are enjoy- 
ing repeat business from a 
growing host of satisfied cus- 


tomers. 


If you want information about 
an outstanding line of stencils 
and duplicator supplies write 


today to 


* 


RED FEATHER 
PRODUCTS, INC. 


Manufacturers 


P. O. Box 408, Redwood City, Calif. 
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Meet the 
HOTCHKISS 


Field Organization 


Serving users is, of course, the dealers job. 
He must keep them supplied and satisfied in 
spite of shortages and restrictions. But there are 
times when conditions make it necessary for 
even the best dealer to call on expert assistance. 
Here is where the Hotchkiss field organization 
enters the picture. No doubt you know the 
Hotchkiss representative in your particular ter- 
ritory, but we are proud of them all and we 
want you to know them. 


These men are more than salesmen; they are 
more than ambassadors of good will. Each 
one is a trained specialist in the field of stapling 
and is able to render you expert service in 
recommending the proper equipment in any 
particular job. Each one can help you with a 
dificult repair job or can advise when a ma- 
chine ought to be returned to the factory for a 
complete overhaul. Each one has a fund of 
experience in the designing of special equip- 
ment to meet new conditions. 


We want every dealer to know the men of our 
field organization. 


A. FE. Johnson, 312 Merrick Road. Rockville Centre, L. I., N. Y. 
Jack C. Kern,, Alien Building, Dallas, Texas. 

E. J. Kuch, 3125 8. Harlem Street, Berwyn, Illinois. 

Mullen & Johnson, 407 Mercantile Bldg., Denver, Colorado. 

R. C. Strafford, 527 Shadeland Ave., Drexell Hill, Pa. 

F. H. Salmen, 43 Glen Rock Circle, Malden, Mass. 

E. R. Sharp, 4622 Bedford Ave., Omaha, Nebraska. 

R. L. Smith, 4325 Dunsmuir Ave., Oakland, Calif. 

W. P. Corbett, 2433 Merwood Lane, Upper Darby, Pa. 

B. 8S. Hulse, 717 Eglington Ave. W., Toronto, Ontario, Canada. 
M. D. Otty, P. 0. Box 2531, North Vancouver, B. (., Canada. 


Dealers who attended the Chicago Convention 
last month, probably met these men at the very 
successful Dealer-Hotchkiss get-together meet- 
ing which we conducted there. We are sure they 
will agree with all we have said about them. 


HOTCHKISS 


NORWALK, CONNECTICUT 
“Pioneers in all that’s best in Stapling” 
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“You just can’t tear a NOTEAR sheet = 
in ordinary usage!” 05 ANG 


SAN FRA 
Rattre 


5. LOUI! 
NOTEAR sheets don’t tear at the holes. They outwear ordinary first- 
quality ring book sheets many times. NOTEAR sheets don’t bulk. — 
They are made in four varying widths of muslin strips which are 
staggered throughout the filler permitting many more sheets in every 
book. NOTEAR is a complete line made in all standard sizes and 
rulings, with a choice of colors. It also comes in many other popular 
forms to fit special needs. For more detailed information call your 
dealer. He can help you. 


The complete NOTEAR line is exclusive with Boorum & Pease 
where it was originated 35 years ago. Since then more than 500 mil- 
lion NOTEAR sheets have been sold. This is just one more example 
of how Boorum & Pease has anticipated the record-keeping require- 
ments of America’s business for over 100 years. 
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GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN, N. Y. 
BOSTON: 29 OTIS ST. * ST.LOUIS: 115 SO. 8TH ST. * CHICAGO: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, N. Y. 
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A WAVE operating IBM sorting machine in the office manage- 
ment section of the Navy Department's Bureau of Ordnance, 
Washington, D. C. 


They'll Know How! 


% One good result of the great amount of office 
work in Government departments which is called 
for in the conduct of this war will be the building 
up of a great reservoir of trained help for the post- 
war Office. 

It used to be that Government offices were the 
butt of jokes as being the last refuge of the quill- 
pen-and-spike-file type of office routine. But such 
jokes are obsolete today. In the past two years, to 
the office facilities of every branch of the Govern- 
ment have been brought the aid of the most mod- 
ern office devices of every description, while at the 


_ same time the offices of civilian business have un- 


dergone wartime deprivation of typewriters and 
other essential tools drafted into Government 
service. 

Vastly expanded office staffs, drawn from every 
section of the United States into Government 
employ, have been trained in the use of these office 
machines and many of these employees have been 
educated to use them under high-pressure condi- 
tions of a character rarely encountered in the civ- 
ilian office world. 

When the war ends most of these trained people 
will be available to the civilian employer. They’ll 
know how! 
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THIS PAGE WILL BRING YOU 
ee eee ces oom a ANY INFORMATION YOU NEED 


lower right corner. 


ANDREW GEYER, INC., Publishers 
260 FIFTH AVENUE 
NEW YORK 


To get without obligation from manufacturers and other suppliers further particulars 
regarding any merchandise or service mentioned in this issue in advertisements. 


1. Check the advertisements in which you are interested on the list below. 
2. Write your name, firm name, and address in the space provided. 


3. Tear out page, put it in envelope, paste on this convenient no-postage-required 
address label, and mail. WE WILL DO THE REST. 
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What can the office do now to be ready for effective tie-in when the factory lights go on for post-war production? 


Post-War Planning 
For Office Production 


By W. E. Tarr 


General Office Manager 
The Studebaker Corp., South Bend, Ind. 


The transition from wartime to normal pur- 
its and the post-war expansion of peacetime pro- 


uection are of as vital concern to managers of 


lice production as they are to managers of fac- 
ty production, but our post-war planning efforts 
uy be wasted unless we are familiar with com- 
aiy plans for post-war activities, and unless we 
ive the approval and support of top management. 
In order to get right down to brass tacks on 
ist-war planning for the office, will you think 
ih 1c of an imaginary meeting to be held next 
*k or any week in a conference room in your 
me office. At one end of the table is your pres- 
ent or general manager. Seated around the 
tle are your chief executives in charge of (as 
#se positions are named please think of the 


from address delivered at Conference on Office Management of 
Ptican Management Association, held in New York October 28th-29th. 


ber, 1943 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


name of the person in your company) sales, 
finance, accounting, engineering, factory produc- 
tion, office production, and labor relations. Imagine 
that you are in charge of office production and 
that the conference has been called for the pur- 
pose of discussing some realistic post-war plans. 

After brief explanatory remarks the discus- 
sion begins and arrives at probable war produc- 
tion items on which quantities may be reduced 
or stopped with the defeat of Germany, others 
which may be stopped immediately after victory 
over Japan, and others which will carry on for 
varying periods of time. 

Then comes the discussion on the urgency of 
getting back into production on civilian goods. 
The engineer discusses products, materials, and 
design. The sales executive talks in terms of po- 
tential markets, sales organization, and territory 
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coverage, and the production manager in terms of 
reconversion and expansion of facilities. 

With your knowledge of management plans you 
can now make some plans of your own. You are 
in an infinitely more advantageous position than 
if your first knowledge came with rush demands 

for space, equipment, methods, and personnel. 
Among other things, you may consider a number 
of the following items as practical projects in 
your company: 


dj A plan of action 

1. Establish a record of each office employee’s 
complete duties under present conditions. 

2. Determine the cost, importance, and use 
of every form and report in your company. 

3. Plan the systems for proposed post-war ac- 
tivities in so far as it seems practicable and in 
the light of past experience. 

4. Plan for the transfer of war production 
workers after you have planned for the return 
of employees from the armed forces. 

5. Considering past experience and future 
plans, determine the disposition of space and 
equipment utilized for war production under 
peacetime operations. 

6. Study the latest trends in office layout. 
There are fascinating possibilities in the use of 
light colored office furniture, light tan or gray 
paint on calculators, typewriters, and other ma- 
chines. Light colored walls and floor coverings 
also assist in reducing eyestrain brought about 
by the eyes focusing first on white paper and 
then on dark surroundings. 

7. Watch the developments being made in of- 
fice lighting and ventilation. The provision of 
100 footcandles of light does not necessarily 
insure a good lighting job. Direct and reflected 
glare can be very disturbing. 

8. Post-war air conditioning may provide all 
fresh air through small pipes instead of partly 
recirculated air through large ducts. 

9. Consider the possibility of standardizing 
the office furniture and equipment. In this con- 
nection you might like to know that our adop- 
tion three years ago of a convertible desk in- 


volving lower height, a space saving standard 
desk base with an interchangeable typewriter 
platform, and three different sizes of desk top 
for executives, clerks, and stenographers or 
typists, has proved sound, economical, and prae. 
tical. 

10. Study modern trends in work assignment. 
Many believe that to get the best from an office 
worker only a small surplus of work should be 
kept before him. 

11. Continue to develop and improve your 
salary policy. Stabilization regulations requir. 
ing salary administration according to clear-cut 
plans have been very helpful to many of us. 

12. Watch for labor-saving devices resulting 


from time and motion study. Visible record 

systems, sorting devices, and motion analysis 

have expedited office production in many in- 

stances. 

Office production division 

Do you agree that these problems are not e- 
sentially different from those which confront the 
factory production manager? Would you like it 
if your department were known as the Office Pro- 
duction Division? What effect would it have on 
your stenographers, typists, clerks, and super- 
visors if you notified them that they are now 
a part of the Office Production Division, with 
duties including the production of letters, job 
orders, plans, specifications, requisitions, purchase 
orders, pay checks, and invoices necessary for the 
production and movement of the goods produced 
in your factory? 

Aside from the details there are three thoughts 
I would like to leave with you: 


1. That we should consider changing our de- 
partmental name from “office management” to 
“office production.” 


2. That equipment, methods, and personnel 
are companywide in scope and that effective 
office production requires a clear channel to top 
management. 


3. That experimentation and research are ¢s- 
sential to progress in office production. 


and means.” 


Association. 


TWO VALUABLE DISCUSSIONS 


%& "The war has intensified the probiems of the office manager, and | believe that the post-war 
years will be almost as difficult. | believe that there will be little if any let-up in the paper 
work required by Government, which will of necessity exercise some rather widespread con- 
trols over our economic life. Whereas the controls are at present directed toward the winning 
of the war as the central major goal, after the war there may be far less agreement upon the 
major objectives of our Government, and there may be greater confusion as to both ends 


So said Henry E. Niles, Baltimore Life Insurance Co., vice-president of American Man- 
agement Association's Office Management Division, by way of preface to the notable Confer- 
ence on Office Management held at the Hotel Pennsylvania, New York, October 28th-29th, by 
that association in cooperation with the Chicago Filing Association, Filing Association of New 
York, Industrial Management Council of Rochester, Life Office Management Association, 
National Office Management Association and its New York chapter, and Pittsburgh Filing 


Two of the many interesting and valuable talks delivered are printed in this issue of 
OFFICE EQUIPMENT DIGEST—the discussion herewith of office post-war planning by W. E. 
Tarr, Studebaker Corp., and the description of the office methods of the Army's Office of 
Dependency Benefits by Captain Herbert B. West, beginning on page 26. 
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Miss Ruth E. Delker 


Job Training on the Job 


By Ruth E. Delker 


Transcribing Department 
Manufacturers Trust Co., New York 


Miss Ruth E. Delker, who is president of the Transcription 
Supervisors Association, is well known for her constructive 
ideas on the handling of office work. In March OFFICE 
EQUIPMENT DIGEST there appeared her fine explanation of 
the advantages of typing pools. Now Miss Delker writes for 
us a timely and useful account of a training-on-the-job plan 
worked out in the Transcribing Department of the Manufac- 
turers Trust Co. 


® Recently we were advised that the personnel 
situation had become quite a problem, and the 
heads of departments were requested to give their 
cooperation and full support, with suggestions, in 
trying to solve it. 

It was pointed out that in order to hold turnover 
‘0 a minimum we must find ways and means to 
bring about better employer-employee relation- 
ships and to assume the personal responsibility of 
seeing that new people were properly introduced, 
made to feel at home, and given a brief outline of 
their duties. 

My suggestion was a plan aimed at our office 
page girls and designed to increase their interest 
i remaining with the organization, to inspire 
them to give more attention to their present posi- 
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tions, and to provide them with the desire and the 
opportunity for advancement (thus assisting in 
setting up a reserve personnel for future replace- 
ment purposes). This was the plan: 


Go over the personne] records of all pages to see 
what education they had. If they have had sten- 
ographic or typing education, this could be de- 
veloped by having daily classes of one or two 
hours’ duration, in a room set up as an office. These 
girls could first be asked to attend a meeting at 
which the plan would be outlined, telling them that 
if they enrolled in this class and satisfactorily 
passed a six or eight weeks course test (whichever 
would finally be decided upon as the time within 
which they could be properly trained to take a 
junior position), they would be promoted within 
the organization. 

Those with stenographic knowledge could be 
given dictation each day, increasing the speed as 
they went along, and those showing the greatest 
aptitude could then be put on the list and used for 
replacements when vacancies occurred. 


Some of the girls might be interested in learn- 
ing to do transcription work on the Dictaphone or 
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Ediphone. However, these girls must first be good 
typists. (We use Remington, Royal, L. C. Smith, 
Underwood, and I B M Electromatic typewriters 
in this department). 

The course would teach proper set-up of letters 
and forms and as these girls advanced they could 
possibly take care of some of the overflow from 
the Central Transcribing Department. 


A PLAN THAT WORKS 


@ The training of current office personnel and 
the building of trained personnel reserves for 
future needs are problems of vast importance to 
office executives everywhere in these days of 
short supply of man-power and woman-power. 

Here is an article which gives the details of a 

lan to accomplish these results—a plan which 
as been tested out in practical use and found 
to be of real value. 

Job training on the job, as described here, 
can be made a most practical and profitable 
investment of time and effort, yielding highly 
satisfactory results. 


This plan has been put into operation, with the 
exception that after six months of employment, 
the pages are temporarily transferred to the Cen- 
tral Transcribing Department to be trained right 
on the job. 


What course consists of 


The first day for each typist and stenographic 
trainee is devoted to finding out what she can ac- 
tually do. After an hour of copy work it is not 
difficult to decide what is needed. In most cases 
the girls need practice work first to correct uneven 
touch. Needed also is the suggestion that ‘“qual- 
ity” not “quantity” is the goal. This is accom- 
plished by giving various types of exercises, plus 
the suggestion that before starting any type of 
copy work it is advisable to practice for five min- 
utes to “limber up.” These limbering exercises 
consist of writing a sentence containing all the 
letters of the alphabet. Thereafter the girls pro- 
ceed with their assignments. 


The practice copy work consists of interesting 
articles on the “Art of Telephoning,” “Have You 
An Inquiring Mind,” “Work Can Be Fun,” and a 
rough draft test containing corrections such as 
might be made in a manuscript. This manuscript 
is also an interesting, instructive article—on the 
subject “Everyone Should Look Forward To 
Earning His Own Living.” 

After this type of work has been mastered, and 
in order to find out what the trainee knows about 
setting up a business letter, she is given a sheet 
upon which are seven letters of varying lengths. 
The name and address and body of the letter are 
given, with punctuation marks shown. The trainee 
sets up each letter on a letter head. This also dis- 
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closes her ability to judge placement on sheet. 

After these girls have shown that they can do 
various types of work, tests are given to the girls 
who have studied stenography. As soon as their 
aptitude has been classified, they are available for 
junior secretarial positions. 


In teaching the use of the Dictaphone or Edi- 
phone, cylinders which had been previously tran- 
scribed are used to educate the trainees. 


Work with senior personnel 


The trainees work side by side with the senior 
personnel and receive their training within the 
precincts of the department. As soon as they prove 
their aptitude, they are given the routine jobs 
which come into the department. I have discov- 
ered many fine workers through this method and 
the girls are responding enthusiastically. The 
spirit of competition is quite keen, as each is work- 
ing for the final test and hoping she will be the 
one who gets the highest rating. 

These girls have exhibited fine sportsmanship 
in the manner they take the final outcome. They 
congratulate the one who has come out first and 
try harder the next time. Many replacements 
have been supplied in various divisions where we 
had been experiencing difficulty in securing assis- 
tance from outside sources. 

When I originally wrote up the plan, I had no 
idea that I might be permitted to work it out in 
my own department. However, now that it is 
being done, it is proving interesting beyond meas- 
ure of description. 

The treatment given employees, both new and 
old, undoubtedly has more to do with their staying 
on in a job than any other reason. Everyone 
responds to kindliness and courtesy and resents 
cold indifference, especially when this attitude is 
expressed by someone in authority. 

All of the senior personnel in the Transcribing 
Department is trained to do all types of work in 
order to take care of vacation periods, possible 
absence, and replacements throughout the organi- 
zation. We have twenty-two departments, with 
other divisions within the departments, for whom 
we are the clearing house, so the work is plenty 
diversified. 

It is gratifying to note that the new page girls 
avail themselves of the opportunity afforded 
through this on-the-job training and many of them 
make application to me to be permitted to spend 
a portion of their lunch hour each day practicing 
typing, so that when their turn comes to be trans- 
ferred for final training they are considerably 
ahead of the game. 


I am not worrying about future replacements, 
as training of personnel for the job, on the job, - 
working out in a very practical and profitable way - 
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New for the Office 


4 FOR POST-WAR DAYS, the Wells Office 


Furniture Co., 410 S. Wells St., Chicago, 
has announced that its Tilt and Swivel chair 
can be quickly converted to a steel mech- 
anism. In time tests, the operation con- 
sumed about four minutes. Chairs may be 
changed over by this process: removing 
wood post by taking out locking screws on 
base, inserting hub into sleeve and tapping 
collar towards metal plate; removing wood- 
en swivel underneath seat by taking out 
four screws, and replacing it with metal 
swivel and putting the four screws in place. 


THIS NEW SMOKING STAND from the Sandel Mfg. Co., 361% 
S. Loomis Pl., Chicago, is eminently suited for use in executive offices 
or in the office's recéption room. It comes in walnut or modern 
beige finish, has a double top of heavy glass, and is equipped 
with two ash trays. Height is 23 inches. 


THIS DESK-HIGH FILE is one of the latest items from the Perma- 
Bilt Equipment Co., Hanna Bldg., Cleveland 15. A two-drawer unit, 
it comes in both letter and legal sizes, measures 30!/2 inches high 
and 8 inches deep. Exterior is Masonite applied to a hardwood 
frame and finished in office green. Drawers operate on full-sus- 
pension slide, and are equipped with removable compressor. 


PAYROLL CALCULATOR. This is the Delbridge Universal Pay- 
‘ol Calculator published by Delbridge Calculating Systems, Inc., 
1802 Sutton Ave., St. Louis 17. Shows straight time and overtime WOODMASTER PERSONAL FILE, a product of the Art Steel 
tates from 30 cents to $2.50 per hour by graduations of !/2 cent Sales Corp., 300 East 145th St., New York 51. A. portable, short- 


per hour. Figures overtime rates whether based on half-extra, time- 
ind-a-half, or double time, whether based on. 40-hour week, 8-hour 
¥, Or a variable base. A supplementary chart calculates with- 
‘elding tax deductions. The publishers of this book guarantee the 
«curacy of each computation. Price $25. 


depth file, contains automatic index with compartments. Made of 

wood and equipped with plastic cardholder and drawer pull: fin- 
ished in green. Measures |1'/2 wide x 13'/2 high x 12 inches deep, 

a weight approxmately |! Ibs. List price-$6.50, f.o.b., New 
ork. 
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BRIG. GEN. H. N. GILBERT, USA 


Director of the War Department Office of Dependency Benefits. 


War's Greatest Challenge To Office Routine 


The Story of the Office of Dependency Benefits, 
an Activity of the Army Service Forces 


By Captain Herbert B. West, AGD 
War Department, Office of Dependency Benefits 


% The story I am going 
to tell you represents, I 
believe, the greatest chal- 
lenge made to pure office 
routine in this country 
during the war. Each of 
you gentlemen is con- 
cerned with the normal 
operations of an adminis- 
trative office, and the use 
of business machines and 
clerical procedures. I 
believe that, in telling 
you this story and out- 
lining to you the techniques and procedures used 
to overcome tremendous problems, you may be 
able to get something which will be helpful to you. 

This is a story of the Office of Dependency Bene- 
fits. Most of you know that the ODB is a War 
Department agency located in the new Prudential 
Building in Newark, N. J. It employs some 8,000 
persons and is a focal] point for the administration 


Headquarters of ODB 
Newark, N. J. 


From address delivered at Conference on Office Management of Ameri- 
can Management Association, keld in New York October 28th-29th. 
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of the major benefits to dependents of men in the 
Army—the family allowance and the voluntary 
allotment of pay. 

About a year and a half ago it was decided that 
a system of family allowance had to be established. 
Manpower experts were then pointing out that it 
was impossible to build up our armed forces to 
the tremendous level considered necessary without 
taking men with dependents of all kinds. Conse- 
quently in June of last year Congress passed and 
President Roosevelt signed the Servicemen’s De- 
pendents Allowance Act of 1942 which authorized 
family allowances. 

This allowance was not simply a Government 
dole. It was to be made up of a contribution by 
the soldier and a contribution by the Government. 
The soldier’s contribution was pegged at $22 or 
$27. There were specific rates for each kind of 
dependent; a wife, for example, would get $28 
from the Government, parent $15, two parents 
$25, and so on. It was a very complex law to ad- 
minister but it was believed by Congress that it 
was wiser to fit individual allowances to the num- 
ber of dependents rather than to simply raise the 
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pay of men in the Army sufficiently to allow them 
to take care of any dependents they might have. 

This month this law was amended and later on 
I want to tell you some of the interesting changes 
that have been made. However, it is sufficient to 
say now that the law set up a complex machinery 
for allowances which could not have been made 
more simple without costing the Government a 
great deal more money. 

The other benefit is the voluntary allotment of 
pay. An allotment of pay is just what its name 
implies—a simple arrangement whereby any man 
in the Army can ask the War Department to take 
a certain amount out of his pay and send it each 


ODB production line—alphabetical file. 


month to his dependent relatives, to a commercial 
insurance company, or to a bank. The system be- 
comes difficult to administer only because the 
Army is spread all over the world and deductions 
must be coordinated with disbursements. When 
we, for example, make a payment from Newark 
to a soldier’s mother in Chicago, we must be sure 
that an appropriate deduction has been made from 
the soldier’s pay in, say, Madagascar. 

These two benefits are the two reasons for the 
Office of Dependency Benefits. 


ODB Ledger Unit, with check-writing collators in action. 
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ODB production line—preparation table. 


Now let me tell you the story of this office. A 
year and a half ago there was no Office of Depen- 
dency Benefits. There was no family allowance 
law. The number of allotments in effect was so 
small that a few people in a temporary building in 
Washington could handle them with ease. The 
other benefits which we handle were either non- 
existent or required so little work that there was 
no problem involved. 

Then came the tremendous expansion planned 
for the Army. In April of last year several of- 


ODB Determinations Branch 


ficers were called into Washington and told this: 
“You are relieved from the work you are now en- 
gaged in. Beginning immediately you will be re- 
sponsible for the administration of the major 
benefits to the dependents of soldiers. This will 
be a tremendous undertaking. You must start al- 
most from scratch to build up the organization to 
handle this work. You must find a building to 
house the organization, secure the equipment, hire 
and train the personnel, work out the procedure 
to be followed, devise the forms and be prepared 
to receive, examine and act on documents coming 
from every Army unit in every corner of the 
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ODB vault, for the millions of checks. 


” 


world.” This was a stunning assignment but one 
that had to be done. Let me tell you about some of 
the problems we ran into. 

When we were first established in Washington, 
we were known as the Allowance and Allotment 
‘Branch, established under the Adjutant General, 
to make determinations on family allowance and 
other lesser benefits. At that time we were as- 
signed Temporary Building “Y’ which is, those 
of you who know Washington will recall, a long 
frame building in the northeastern section of the 
Capital near the old Washington sewerage dis- 
posal plant. About a year ago when the Allow- 
ance and Allotment Branch was joined with the 
Allotment Division, Office Chief of Finance, to 
form the present Office of Dependency Benefits, 
we were faced with the problem of where to house 
this great new organization. 


Search for a Building 


General Gilbert, the Director of the Office of 
Dependency Benefits, went barnstorming all over 
the country—to Boston, New York City, Cleve- 
land, Chicago, Kansas City—looking for a build- 
ing that would meet our requirements. It had to 
be big enough to house 8,000 employees, strong 
enough to support tons and tons of files and suf- 
ficiently modern to provide necessary electrical 
facilities for batteries of business machines. 
Finally the ideal solution was found in Newark, 
N. J., where the Prudential Life Insurance Co. 
was putting the finishing touches to a $6,000,000 
23-story office building. With a little persuading, 
the Prudential turned this building over to the 
Government to use! 

Then we had to go after the equipment. You 
gentlemen know better than anyone else what 
quantities of office equipment 8,000 employees re- 
quire. We needed a vast array of such necessary 
items as desks, chairs, typewriters, blotters, 
paper, forms, pencils, pens, calendars, letter trays, 
and the myriad pieces of equipment that make up 
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the ordinary office. In addition we needed specia] 
business machines. 

Take for example the simple operation of sign. 
ing checks. Just for fun one officer calculated the 
time which would be required if we had to sign our 
checks by hand. It developed that if we had 10 
men signing checks by hand 24 hours a day, it 
would require 412 days, or over one year, to sign 
the checks we mail out in one month. Obviously 
this could not be done. 

As a matter of fact our job was so large that we 
had to use business machines in every possible 
operation and we have today what is probably one 
of the most modern, complete, and up-to-date busi- 
ness machine operations in the country. 

We have batteries of Electromatic typewriters, 
key punch machines, key punch verifiers, repro- 
ducers, interpreters, tabulators, sorters, signing 
and dating machines, stuffers, postal cancellation 
machines, and automatic package tying machines. 

I think most of you are familiar with the way 
these machines operate. It becomes literally true 
that these machines will take a blank check and 
mechanically write the name and address of the 
payee, and the amount; they will date the check, 
sign it, stuff it in an envelope, moisten the en- 
velope, seal the envelope, cancel it, and then tie 
it in a bundle of 100 envelopes. 


With the help of the WPB and others in the 
Government who were sympathetic with us, we 
managed fo get sufficient equipment like this. 


Getting the Personnel 


Problem number three was personnel. It has 
often been said that the only people who do not 
have to worry about personnel in this war are the 
people in the Army. I assure you that we in the 
ODB know the problem created by the labor short- 
age so well that it seems to be a part of us. When 
the Allowance and Allotment Branch was being 
set up in Washington, that city had already been 
bled white of clerical workers. Against great odds 
and with the help of the Civil Service Commis- 
sion, the organization was finally built up to about 
4,500 people. Then it was combined with the 
Allotment Division which numbered somewhat 
over 2,000; a total of 6,500 clerks. When, a year 
ago it was found necessary to move the organiza- 
tion out of Washington, nearly two-thirds of the 
personnel refused to leave, and we found ourselves 
in Newark with only about 3,400 trained per- 
sonnel. 

The regular monthly quota of checks of course 
had to be sent out regardless of how much dif- 
ficulty was involved, so that meant staging one of 
the most intensive recruiting campaigns ever 
handled in the East. The doors of the ODB were 


(Turn to page 32) 
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Nothing has happened so far, in or out of the Navy Department, to remove the fundamental obstacle 
to the widespread adoption of the Dvorak keyboard. 


Regarding That Dvorak Keyboard 


By Cheney Archer 


% Probably every reader of OFFICE EQUIPMENT 
DIGEST has seen some of the publicity the news- 
papers have given recently to the Dvorak type- 
writer keyboard. All over the country news- 
papers have run items on the success reported 
from the Navy Department of Lieut. Comdr. Aug- 
ust Dvorak’s application of his keyboard to the 
speed-up of typing output in that department. 
Up to 180 words a minute for ordinary typing was 
claimed, and the newspapers gave the impression 
that batches of Navy typists now can idle along 
at 149 words a minute—which is fast idling on 
anybody’s keyboard! 

The stories and pictures got the break they did 
because of a widespread assumption of reporters 
and editors that the Dvorak keyboard is something 
new, rather than a widely-known aid to typing 
speed-up which now dates back a good many years. 

After the preliminary publicity and upon check- 
up, some of the newspapers toned down the state- 
ments they had made. For instance, the Wash- 
ington Evening Star ran this in its issue of Octo- 
ber 8th as part of a story on the keyboard: 

“The Navy’s personnel supervision and man- 
agement section has experimented with a simpli- 
fied typewriter keyboard, but at present is not 
training any one in the new system and has placed 
in storage 32 typewriters equipped with the spe- 
cial keyboard.” 


November, 1943 


The Dvorak keyboard, fruit of a scientific effort 
to apportion the busy keys of the typewriter more 
equitably between the typist’s strong right fingers 
and naturally weaker left fingers, has long been 
known to the typewriter industry, long available 
on typewriters for anyone wanting it. It is cer- 
tainly no innovation. 

But nothing has happened so far, in or out 
of the Navy Department, to remove the funda- 
mental obstacle to widespread adoption of the key- 
board in place of the present keyboard which justi- 
fies its name of “universal” by being the keyboard 
used by practically all touch typists in this and the 
previous generation. Until such time as a suffi- 
cient number of beginning typists can be trained 
to make it possible for offices to have a ready 
supply of typists understanding the Dvorak key- 
board, offices will naturally continue to buy and 
use typewriters equipped with the universal key- 
board. And although educators through the coun- 
try have done much to sell the advantages of the 
Dvorak keyboard—which keyboard admittedly 
permits faster typing—young people planning to 
make their living at typing naturally prefer to 
learn, and the schools naturally prefer to teach, 
the universal keyboard, since that is the one young 
people will find in the offices where they seek 
employment. , 
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ROLODEX is the name of this new roller moistener made of 
ebony glass, recently brought out by the Zephyr American Corp., 
2 W. 46th St., New York. Rolodex is one of four new items in 
ebony which Zephyr American is marketing, retailing for $1 each. 
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NEW CARTER STAMP PAD from The Carter's Ink 
Co., Kendall Sq., Boston, utilizes glass and paper to re- 
place the familiar metal box. The base, which holds 
the pad, is made of glass, and has proved to be a 
very suitable substitute, the company reports. The 
paper cover is lined with a special ink-resistant paper. 


FOR CAR OWNERS 
AND OPERATORS. A 
timely manual expected 
to appeal strongly to 
any organization owning 
cars and seeking to main- 
tain their maximum effi- 
ciency in these times. 


“ftemehiia Manage CLEAN KEEPER" FOR TYPEWRITER TYPES. This Dry Rubber 


ment and Accounting” 
has been prepared’ by 
automotive engineers to 
give concisely all an 
owner should know 
about his cars and their 
operation, with efficient 
forms for operating his- 
tory, maintenance log, 
travel log, and all other 
essential records. Pub- 
lished by the Otis 
Provetest System, 40 
Rector St., New York, 
wire bound, to retail 
for $1. The publishers 
can also furnish special 
“engineered preventive 
maintenance” forms for 
car fleet owners. 


CURRENCY ENVELOPES for Christmas cash are in demand for 
employee-gifts this year. The envelope shown here, made by the 
Northern States Envelope Co., St. Paul, Minn., is steel-die engraved 
in Holiday colors on vellum stock. The inside envelope has window 
cut-out to show currency, and is encased in an outside envelope for 


use in mailing or presentation. There are ten Holiday numbers 
one each for "Congratulations" and "Best Wishes." Made to 


retail for 5 cents per set, they come packaged in 50, 100, and 250 
sets. Immediate delivery. 


Tool, which keep typewriter types clean and glistening through 
few seconds daily use, work without cleaning fluid. The flexible 
but firm rubber surface sucks ink from type and absorbs it lite 
blotting paper. Comes in two models: double, priced at 70 cents, 
for Standard Remingtons and Royals with irremovable covers and 
for Royals without covers, and single, priced at 60 cents, fer all 
other typewriters. Discounts are from 5% to 15% on quantities 
| to 12 doz. From Walter H. Lowston, 91 Payson Ave., New 
ork 34, 


LEATHER PICTURE FRAME from U. S. Luggage & Leather Prod- 
ucts Co., 29 W. 34th St., New York. wood frame is cov 
with good quality cowhide leather, tooled with 22-karat gold leaf. 
There is a slide-out back with easel. Available in assorted blues, 
and in brown, maroon, and green. The 5 x 7 size retails for $5.95; 
6 x 8 for $6.95; and the 8 x 10 size for $8.95. Should make a good 
gift for executives’ desks. 
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There’s no waste motion. Seated comfortably, 
| | of l TT le she picks the card from the wheel—finds or 
l posts her information . . . then quickly snaps 
the card back on again. With Cardineer, one 
«w i st girl often does the work of two. Actually saves 
40% in manpower and time. Compact, port- 
able, holding 6,000 cards in seven removable 
s sections, Cardineer eliminates drudgery in 
at th f Wh of ome filing, finding and posting. Easily adaptable to 
records in use. Ready for immediate delivery. 
Used in hundreds of plants where maximum 
efficiency is the prime requisite. 


ASK FOR YOURS 


- . 


DIEBOLD, INCORPORATED ¢ CANTON, OHIO 
Formerly Diebold Safe & Lock Co. + Branch Offices in Principal Cities 
PRODUCERS OF METHODS EQUIPMENT AND OFFICE ACCESSORIES 


Studies in time-money saving are 
available as follows; check and pin 
on your letterhead: Inventories (1), 
Costs (J, Payroll & Personnel C1, 
Plant & Equipment (1), Purchases (], 
Production (). 


2 Wee) 
i DIEBOLD ARMOR 
tor America’s Armed Forces 
We ore oll our 
plants 24 hours o day, 
ermor plete for 
U.S. plones, scout cars 
ond holf-tracks. 
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The Story of ODB 


(Continued from page 28) 


opened wide last October and in a little over three weeks 
4,000 clerks were inducted and put on the payroll. We 
could not be too choosey. We had to take just about what 
we could get in the way of personnel—good, bad and in- 
different. 

Of course you cannot take green personnel and put 
them to work immediately in a highly complicated and 
technical process. So problem number four was training. 
We had to teach each of these people the whole organiza- 
tion, the jobs of the divisions, the branches, the sections, 
and finally each particular position in his section. 

Handling 4,000 people in training classes simultaneously 
was no small task. At one time last November we had 
ten classes going in the ODB building itself, one class in 
the First Presbyterian Church of Newark, and two classes 
in the local Y.M.C.A. 


Procedures Developed 


Now we had overcome the problems of the building, the 
equipment, the people, and the training program. The 
next problem was the biggest of all—it was to devise the 
procedures in the Office of Dependency Benefits itself and 
between the Office of Dependency Benefits and the field. 
Those of you who deal with the public constantly can 
imagine the pressure which was brought to bear on us last 
year as soon as the family allowance law was passed. 
Every soldier and every dependent wanted to get his 
family allowance application filed immediately. It is 
always difficult to explain to any individual why his case 
cannot be handled in a matter of minutes. Actually we 
have had to contend with the matter of time in almost 
every step we have taken. 

Here is an example: When family allowances were es- 
tablished, it was obvious that we had to have an applica- 
tion blank. We could not send this application blank to 
the printer until this law was passed, which occurred on 
June 23rd, 1942. Three weeks later, the Government Print- 


ing Office began delivery. All the early shipments , 
family allowance blanks went overseas so that men jy 
theaters of operations could get the forms within a reg 
sonable time. You will recall that the summer of 194 
was the peak of the U-boat warfare so far. Boats carry 
ing the forms were sunk, so sample forms had to be air 
mailed to overseas stations with authority to reprodu 
them. All in all, it was four months before distribution 
of this form was completed. Just as this work was getting 
along, Congress amended the original law so that initia 
ayments had to begin two and a half months after the bil 
had been passed instead of four and a half months ; 
originally planned. 


Tremendous Quantities of Everything 


Just as the matter of time was a problem, so were th 
vast quantities involved in every step. During the las 
fiscal year we received 14,000,000 pieces of mail and di 
patched 39,500,000 pieces of mail, including checks. Th 
daily average of incoming mail is 45,178 pieces. Many 
letters were, of course, accompanied by marriage certifi 
cates, birth certificates, divorce decrees, dependency aff. 
davits, and so on. That, gentlemen, is a lot of mail es 
pecially when you must act on every piece. Our people 
had to be very careful to handle every letter as if it werg 
the only one we received. aa ; 

We handled this problem by establishing in our Mai 
Branch 165 readers, as we call them, who read every piec@ 
of mail coming in, address a form postcard acknowledging 
the communication and then route it to the proper office. § 

This is more difficult than it sounds. Let me illus 
trate. I have mentioned the two benefits the Office o 
Dependency Benefits handles. I have mentioned th 
two different names of them several times, yet it would 
be a fair guess that if any of you wrote to the ODB 
about any one of these, chances are that he would 
use the wrong designation. The correct designations ar 
“family allowance” and “voluntary allotments of pay. 
Instead people invariably write about “family allotment, 
“voluntary allowance” or probably just plain “allotment. 
These benefits are completely different and are handle 
by completely different people. (Turn to page 34 
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Hoard Precious Man Hours 
Save Waste by Reducing Errors 
Speed Production 


Our transparent holders are made specially for war industry. They 


Eliminate “make overs" on jobs using critical material by inserting 
work orders and production travelers in JOSHUA MEIER COM- 
PANY'S transparent plastic holders, cases and envelopes. Bound 
leather edges prevent tearing and rivets, if desired, to prevent 
unraveling at ends. 


Let our special designing department help solve your special record 
protection problem by writing attention of Joshua Meier Co. 
Special Service Dept. 


36 East 10th Street 


The "KNOW HOW" to 


heavy and durable enough to thoroughly protect and keep 


visible blue prints, instruction sheets, shop orders, inspection tests, 


No grime, grease, oil or fingerprints blur your factory date. 


JOSHUA MEIER COMPANY 
New York City 


32 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


November, !9 Hee. 


Sh y a. 
a 
4 a 
- __ 
- | f 
| 
‘a | 
, 
/. 
| | 
— 
ee 
i 
: i ! 
S Ss f 
nt 
: 
mon SB 4 
\ \ ee 2g a! 
. t . ™ 
- Unt ex] | 
‘: A \ \ ‘ Za ZG | 
E ‘ m_ ¢ | 
: \ ‘ 
‘ \ P 
: | a AAC 
7 : We LG ee 
’ Like 4/ 
; / D. 
a , ot! Go URS cox WP 
. ye t 
= Amp h) AK SS 
iy Be -- E 
: wee a depres / a 
ie Peg haley ie 9 seca" 
‘ eee oe”, 
i Se gpl) ~ 
>» J > 
: a ea 
ue 7 => weet 
ae on nt ago oe TE lad 
ot 


— is speede 


tioning of office equipment that is geared 


to the job at hand. Thinking .. . planning... 
coordinating ... producing ... all these are 
stepped up in the office if it is funetionally 


modern in its equipment. 


To meet the needs of the nation in global war, 
skilled General Fireproofing craftsmen, long 
experienced in the building of duty-matchedig 
office furniture have designed a line of desks, 
tables and files that preserve an unbroken 
character in appearance...intermember with 
pre-war metal and aid in office expansion pro- 


grams without sacrifice of dignity or style appeal. 


In war... in post-war... in the general office 
...in the factory office, this dependable equip- 
ment combines in the background of its ex- 
perience the strength, long life, value and 
adaptability that have been deciding factors in 


making it the standard equipment of business. 
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Information 


You Need 
At Your 


Fingertips 


PRIVATE SECRETARY FILE 


The tempo of business is accelerated by 
wartime demands. Here is an ideal desk 
companion to help speed up your work. 
Eliminates delay in finding essential in- 
formation. 
No. 112 Letter Size 
No. 115 Legal Size 
Desk Height — 20” Deep 
Oak and Green finishes 


ORDER FROM YOUR DEALER TODAY 
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Some of the letters we get make it anybody’s guess oe 
to which the writer is referring. Our 165 readers sit gt 
long desks and before each of them are 12 pigeon holes in 
which to place mail. Mail collectors make ar trips 
down the aisles collecting mail from the back of the pigeon 
holes. In this way the readers can continue their work 
without interruption. 


After the mail has been sorted and acknowledged, th. 
family allowance mail is sent to what we call the Record 
and Record Searching Branch, where it is inserted ip , 
case folder. Incoming documents are punched at the toy 
and inserted on the left-hand side of this folder with 
fasteners. On the right-hand side is placed a work-sheet 
on which the people handling the case will make their no. 
tations and instructions. If there is already a case folde 
in file when a new piece of correspondence comes in, th 
new correspondence is placed in this folder. The result js 
that all family allowance documents on a given soldier are 
contained in one sturdy, serviceable folder. 


60,000,000 Documents Filed! 


The problem of filing was one that almost staggered the 
imagination. Today we have four floors which are coy- 
ered with banks and banks of files. In those files we have 
some 60,000,000 documents, each one of those documents 


| essential to the Government to justify the payment o 


| funds. 


These files are growing at the rate of 12 file cab 
inets a day. We have investigated micro-filming to see j 
the files could not be reduced, but they are never stati 
the constant change means that it is almost impossible to 
reduce them to any concentrated record. 


As family allowance documents flow into the Office of 
Dependency Benefits from dependents and military units 
all over the world, they pass first to the files, where they 
are checked for accuracy of Army serial number and fo 
duplication. Then, each document must be studied and 
the problem of making from 25,000 to 35,000 individus 
legal determinations per day was solved by establishing : 
Determinations Branch, where several hundred especially 


trained adjudicators sit, studying the merits of different 
claims. 


Thousands of Letters Daily 


Of course every day thousands of letters must be written 
to dependents and to military units asking for additiona 


| information, advising them of new determinations, and sd 
| on. The problem of writing this correspondence was solved 


by establishing a Correspondence Branch with severa 
hundred clerks especially trained for the job. 


After the preliminary work on family allowance appli 
cations has been done, the determinations made, and th 


amount of the payments computed, the actual checks mus 
be written and mailed. 


Importance of the Check Stencil Card 


The most important tool in the writing of our checks i 


| a check stencil card. This card combines the advantage 
| of the Mimeograph machine with those of the 1BM 


chine. It is a piece of heavy cardboard in which we punc 


| the amount, authorization number, ledger code number 


' number. 


and card number. In a small window is typed by Electro 
matic typewriter the amount of the check, the name at 
address of the payee anc the soldier’s name and seria 
This is the card which, when electrically co 
lated with a master payment card, actually writes th 


| check. 


An interesting sidelight is that this small window 
made of a special and very rare tissue. The stocks 0 
this tissue have dwindled rapidly since the war, and at t 
beginning of the year it appeared we would not hav 
enough to continue our operations. It was impossible ¢ 
find a substitute, so the WPB froze all stocks of this tiss 
throughout the country. I am glad to say that this free 
order was carried out in sufficient time to preserve enoug 
stock of this paper to last the balance of the war. . 

The checks as we prepare them are a business macnil 
card made into a a It has been found that this - 
type check greatly facilitates not only our work bu he 
work of the banking channels through which the check g 
when it is cashed. I believe you will see the —, 
vantage to this. The check has punched into 7 ro 
number and amount, so that the task of accounting or ‘ 
check is made much easier. (Turn to page 
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PERFORMANCE COUNTS 


ork 

= The increasing popularity of GENERAL PENCILS 
~ is an undeniable indication of quality, reflected 
~ in the buying habits of satisfied consumers. 
de Their stronger, longer lasting, Carbo-Weld leads 
Ae make them favorites for economy and efficiency. 


General Pencil Company’s long experience manu- 
facturing fine pencils is undoubtedly responsible 


they KIM-BER-LY Drawing for this performance. 
cov 621 degrees 6B to 9H and 
entyy Tracing—T1-T2-T3-T4. 


val ~KIM-BER-LY Colored 


for checking and wash 
effects. 


SEMI-HEX 
Colored 


Crayon 


SEMI-HEX 
Office Pencil 
5 degrees 


Waters of Pee Pancils since 1669 
General Pencil Company 


JERSEY CITY NEW JERSEY 
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ALL-WOOD TYPE STAND 


Shipped Set-Up Ready for Use 
Large Easy Rolling Casters 


cst aries 14 x ITY, 


THIS STAND’ FEATURES A SLIDING 
LEAF THAT EJECTS FROM EITHER SIDE. 


FRAME AND LEGS ARE MADE OF $goo 

SELECTED HARDWOOD, TOPS AND 

LEAVES ARE FIVE PLY VENEER. 

FINISHED IN OFFICE FURNITURE OLIVE GREEN. 

EVERY-HANDY TRAY 
Every Office Can Use One 


Ideal for 


e SORTING 
e DISTRIBUTING 
e CLASSIFYING 


SLOPING TRAYS 
HOLD PAPERS 
FIRMLY. CUT 
OUTS CREATE 
EFFICIENCY. 


Made of Plywood Finished in 
Office Furniture Green 
STURDY CONSTRUCTION 
Tray Size 834x12 
Overall Size 10x12x83, 


METALSTAND CO. 


1615-25 Melon St. Philadelphia, Pa. 


i CI ever 
36 


$600 
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There is a high 
feeling of satisfaction 


STTEERANY 


FUSE-TEX 


thin lead 
, colored indelible 
NS PENCILS 
N * 
_ 
. 
ASKY-TINT 
a . 
a thin lead 
- CRAYON PENCILS 
=. 
> 
— Because 
= THEY ARE OF 
a4 BETTER QUALITY 
mn EA) AND HAVE 


STRONGER POINTS 


Write for Samples 
and Prices 


NATIONAL PENCIL COMPAN 


Shelbyville, Tenn. 
New York Office—220 Fifth Ave., N. Y. 


dau S06 2N.-| 
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Unsung Hero 


...1943 


He's a good friend—your distributor. 
And though you've probably cussed 
him out when your orders were delayed 
or cut to the bone—down deep in your 
heart you know he’s the one man who 
ean pull you through these unusual 


times. 


So give him a break. If your goods 
are late, remember, he’s short-handed 
for his men have gone off to war, too. 
If you're low on stock, remember, he’s 
trying to take care of you and perhaps 
a few hundred more like you—all at 


the same time. 


Waterman’s 


‘'The Only Pen with the INKQUADUCT'' 


In the case of Waterman’s Pens, for 


example, your distributor has only so 
many to sell, no more. They're good 
pens — all “first line” merchandise — 
and the best we know how to make. 
Naturally everybody wants them. Your 
distributor wants you to have your 
share of them — and he'll see that you 
get it, based on your previous pur- 


chases. 


But, be patient. After all, your dis- 


tributor is only human! 


When writing advertisers please mention Orrice EquirMENT Dicest 
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The Esterbrook policy— 


Facts about dealer stocks that 


purchasing agents should know 


Under wartime restrictions of manufacture, ra- 
tioning is the only method by which all dealers 
may receive fair treatment. We are doing our best 
to give every Esterbrook dealer his fair share of 
our present production; for now, as always, 
Esterbrook stands for fair play. 


A brief outline of today’s situation affecting our 
principal items is shown at the right. 


THE ESTERBROOK PEN COMPANY 
CAMDEN, N. J. 


* 


STEEL PENS — Available to estab- 
lished Esterbrook dealers in quantities 
sufficient to meet normal demands. 


RENEW POINTS— While present 
government regulations permit us to 
provide Renew Points for replacement 
and use in pen repairs, production still 
is limited. Renew Points, therefore, are 
allocated only to established Esterbrook 
dealers . . . and on a strict quarterly 
quota basis. 


FOUNTAIN PENS— New fountain 
pen production has been curtailed 
sharply. Our limited production is being 
allocated to established Esterbrook 
dealers on a quarterly quota basis. 


* 
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the Attack 


WITH “ALLIED” PRODUCTS 


Business, everywhere, is increasing its 
demand for all “Allied” products, rec- 
ognizing their exceptional value and 
outstanding performance. 


Fortifying ourselves for this drive we 
have broadened our lines and extended 
our facilities—maintaining for you our 
traditionally good service. 


Back the attack by keeping an adequate 
supply on hand. 


B Allied 


TYPEWRITER 
RIBBONS 


CARBON PAPERS 
CARBON ROLLS 
STENCILS 

GELATINE 165 DUANE STREET 


SUPPLIES - 
NEW YORK. N. Y. 
ED" FOR VICTORY F; 


Write for catalogue, prices. 


ALLIED 


CARBON & RIBBON MFG CORP & misson CARBON & RISBON MFG CORP 


SHE FLOATS THRU THE AIR 


WITH THE 


Gori ve! 


It's no more effort for your Filing 
Fairy to do her stuff with the magic 
of a NATURAL SYSTEM INDEX! 


THE WABASH CABINET CO. 
WABASH, INDIANA 


Mail the Coupon below 


cLiP. AND eA TT ACH TO LETTERHEA 


eee Se ee oe 
THE WABASH “CABINET COMPANY 
123 E. Water Street, Wabash, Indiana 
Please send me a copy of "The Five Basic Methods of 
Filing,” which explains various filing methods and gives 
valuable short cuts. 
Name 
Address 


My Dealer 
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A Better Answer 
In Additional Filing Space 


THE VICTOR Wood File, with its easy, smooth 
operation, all hardwood construction, efficient 8- 
roller progressive suspension and fine appearance 
is available for prompt shipment in any reasonable 
quantity. 

The year-end will bring needs for much additional 
filing space. THE VICTOR is a better answer to these 
needs . . . engineered for many years of active use in 
busy offices. 


Desk-High Victors for Christmas 


These attractive files can fill a long-felt need in the home— 
particularly the home where the ‘‘boss"’ works nights. 


2-Drawer Desk High 

Letter and Legal — And Don’t Forget the “‘Filling”’ 

one ng en Victor's new Filing Supply Price List can help you select pie ee Let. 
nut Finish; - : : an egal sizes. 
vailable. euides end folder ensily. Green Finish, with or 
without locks. Illustrated 


BUY BONDS —SPEED VICTORY folder on request. 


THE VICTOR SAFE & EQUIPMENT CO. INC. 


NORTH TONAWANDA, NEW YORK 


CONSUMER -APPROVED PRODUCTS SOLD ONLY THROUGH DEALERS 


THE FINEST MARKING AND 


CHECKING CRAYON MADE ! 


co 


like all Gold Medal products, are the 
finest crayons of their kind. Free from grit. In- 
delible and waterproof, or washable, as requijed. 
Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. 


Extensively used today in: 


SHIPPING ROOMS BOMBER PLANTS 
TANK PLANTS SHIP YARDS 
RAILWAY SHOPS FACTORIES 


For Marking and Shipping Boxes, Crates, Bundles, é\f : GOLD MEDAL 
Paper Parcels, Shipping Tags; for Marking China, : , PRODUCTS 
Glass, Tin, Metal, Textiles, Leather, Cellulose, Wet . LEAD ON MERIT 
and Dry Lumber, Rubber, Paper; Oily, Wet or Dry 4 


Surfaces; for use in Bowling Alleys. 


Write us if you have a special marking problem. 
Send for Catalogue illustrating full line of crayons, P 
chalks, paste, water colors, etc. for commercial use. BINNEY & SMITH CO.., 41 E. 42d St., New York, N. Y. 
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THE BIG 


Users of special purpose en- 
velopes demand QUALITY. 
Here are the big three parade 
leaders—available without 
delay—with built-in quality 
by QUALITY PARK. 


Je AIRWAY EXPRESS TYPE 


OEE FC EO ek lee cian 

Double top » 
and bottom 

for safety. 

Easy-sealing 

super-gum 

wide flaps. 

Brown Kraft, 

two weights. 

5 sizes. 


x TWO SEAL TYPE 
SAFETY ENVELOPE 


For 

mailing 
securities and 
valuable 
papers. 

14 sizes, 


TO PROTECT YOUR 
FACTORY FORMS 


AND DRAWINGS yk TWO COMPARTMENT 


Specifications, blue prints, production orders—in Combination Catalog and Letter Envelope 
fact, any forms or drawings that require frequent 
handling in the factory, are kept clean, legible 
and undamaged in AICO Shop Ticket Holders. 
Errors and delays due to lost drawings and forms 
are minimized. 

AICO Shop Ticket Holders are made in a variety 
of sizes and styles with transparent fronts, or 
transparent front or back, and with eyelets, or 
loops for attaching to the job, to meet the particu- 
lar requirements of the factory in which they are 
to be used. 

Your local stationery dealer can supply you with 
AICO Shop Ticket Holders. Priorities are re- 
quired, of course, since cellulose is a critical 
material. 


Ask Your Dealer for Samples and Prices. 


Tt AICO-GRIP TABBING * SOLD THROUGH DEALERS ONLY 
ROD LOOSE LEAF INDEXES 


DESK PADS and 
ACCESSORIES 
SHOP TICKET HOLDERS 


f agner Company 


503 S. JEFFERSON ST., CHICAGO, ILL. : 4 Quality Pork — ae 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDFX TABRING St. Paul, Minnesota 
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SAVE 


by buying quality 
CARBON PAPER - RIBBONS 
«ROLL PAPER 
: through | 
Burroughs Discount 
Purchase Plans | 
DISCOUNTS 


10% to 40% 


An order for as little as $10 worth of ribbons and 
carbon paper receives a 10% discount. Discount 
rates increase—up to 40% —according to the size of 
your orders, with purchases of carbon paper helping 
you earn larger discounts on ribbons, and vice 
versa. As an extra convenience, Burroughs makes 
deliveries as needed, to assure you fresh supplies 
and no storage problems. 


Plain or carbonized roll paper and other quality 
supplies for practically every type and make of 
business machine also at substantial savings. For 
full details, call your local Burroughs office or write— 


BURROUGHS ADDING MACHINE COMPANY 
DETROIT 32, MICHIGAN 


Burroughs 


SUPPLIES FOR BUSINESS MACHINES 
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(Continued from page 34) 


If you were to examine the checks you would find that 
almost every city, every village, every county hamlet in 
the country is represented. ‘there is a roll call of the 
neighborhoods of America in those long boxes that line the 
walls of the vault of the Office of Dependency Benefits. 

Before we can mail these checks, we must be sure to 
withdraw those on which we have received some notice of 
change or discontinuance up to the last minute of the last 
day of the month. 

Until about two months ago we had to leave those checks 
outside of their envelopes so that we could pull those dis- 
continued checks at the end of the month by check num- 
ber. This meant that about 4 or 5 days were required 
after the end of the month to stuff all the checks in the 
envelopes. Now we have developed a new envelope, which, 
by the addition of a simple window in the upper right- 
hand corner, reveals the check number and enables us to 
stuff checks long before the end of the month. We then 
simply pull out the checks which must be stopped and mail 
the rest. The whole job of mailing can be accomplished in 
a few hours. 


45 Truck-loads of Checks 


You might be interested to know what four and a half 
million checks look like. The post office in Newark has 
provided us with small steel trucks about the size of coal 
cars such as can be seen coming out of mines. Each truck 
holds about 100,000 checks. Our regular mailing on the 
first of each month requires a train of about 45 trucks 
which, when lined up, extend a little over two city blocks. 

The number of checks mailed out each month has grown 
tremendously in the last year. Shortly over a year ago, 
a little over 500,000 checks were mailed in payment of 
Class E allotments of pay. Compare this with the 4.500,000 
checks per month for both family allowance and Class E 
allotments of pay which we are mailing currently. 

Curious to say, the time required to get the checks into 
the mail has decreased during this period of growth. We 
are proud of this record, since one of the primary goals 
of the organization is to place checks in the hands of payees 
as soon as possible after the end of the month. From the 
period January to September, 1943, there was a 100 per 
cent increase in the number of checks mailed but at the 
same period there was a decrease in the mailing time re- 
quired of 84 per cent. 

After payments are made, our troubles are by no means 
over. Every month about 3,000 of the persons to whom 
we send checks die and the checks must be returned to us. 
Another 100,000 of them move. For one reason or an- 
other, we get back about one in every hundred checks we 
send out. You would be surprised at the amount of money 
we are holding unclaimed in the ODB. 

We must of course be on guard against those cases 
where allowances are obtained fraudulently or checks are 
cashed by the wrong person. This entire field of de- 
pendency benefits is a lucrative one for shysters and 
forgers. For this reason we now maintain in our organi- 
zation what we call a Field Investigations Branch. We 
refer to it as our own FBI. Its duties and functions are 
to investigate and prepare for prosecution cases of fraud 
which come to our attention; and there are many of them. 
A number of these cases have already resulted in court 
martial sentences. For example, there was recently a court 
martial of a corporal in Denver who attempted to obtain 
a family allowance for a woman who was not his wife, sim- 
ply a friend. The court martial sentence was two years in 
Leavenworth. 


Inheriting the Blame 


When you are in our type of business, you of course 
inherit the blame for a number of things over which you 
have no control. For example, recently a whole Army 
division left Fort Dix and went overseas. Upon inspection 
of the barracks vacated by that organization after its de- 
parture, the post personnel found one four-drawer filing 
cabinet filled with authorizations for allotments of pay, for 
the dependents of the men in that outfit. It was only by 
chance that these forms were found. Of course the men 
in that organization, out on the high seas, assumed that 
their allotments were already being set up in the ODB. 
You can imagine the accusations that would have been 
leveled at us if these forms had not been discovered. 

Another example is that of an organization which left 
the United States and went to England, participated in 
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Dancing witha 
erfect pottner ies 
Af fart less Writin 
witha liconderoda 
pencil 1 — smodth. 
Speed up the Tempo 
of Your writing with 
responsive Satins oath 
Viconde roga. pencils. 
Write hatcl-in-hand 
with \iconde roga~ 
your perfect writing 
partner : rm 
When You Buy Pencils 
Look for the Green Plastic 
Ferrule with the 
Double Yellow Bands. 
Insist Upon 


The fine American Pencil 


with the fine American name... 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 6-J11, Jersey City 3, N. J. 


NON-METALLIC 
FASTENERS 


by ACCO 


Just because steel has gone to war 
don’t let that stop you. You can 
get ACCO Fasteners  still—non- 
metallic fasteners with steel prong 
lock straps. In other words, the 
base, compressor and prongs are of 
non-metallic material but the com- 
pressor has the usual Acco steel 
prong lock strap. 


These ACCO war-time fasteners are 
doing a good job everywhere. They 
have been thoroughly tested for 
holding power, durability and ease 
in handling. We believe them to be 
the best substitutes for ACCO Steel 
Fasteners you can get. 


* 


And—On high priority orders Accopress Bind- 
ers (two piece covers) will be provided with 
fasteners having steel prongs. 


A CCOQO 


PRODUCTS, INC. 


39th Avenue and 24th Street 
Long Island City New York 
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| Stell phuatable cove 
AMERICA’S FINEST LINE 


AY. 
- Oe: 
season's [gp GREETINGS Pon 


Ourwog 
Own 9 Rone 
Om noran 


eevtcort 
qeouees DESH OM RAP 


SHOWING CPD ENG Mau Wieck (UME) 6 VEE 


Holiday aud General 


USE 


With much Gift Merchandise disappearing from the 
market, Money becomes a most desired and appro- 
priate gift. Currency Gift Envelopes dress up the 
bill or check and remove the cold, commercial angle 
of the gift. : 


You will find that there is a fast-growing sale for 
this container—and few have it. The Justrite Line 
has 10 Holiday numbers and one each for “Con- 
gratulations’ and ‘’Best Wishes.” 


ASSORTMENTS AND PRICES 
To Retail At 5c per Set 


Set includes inside Currency Envelope and matching 
outside envelope for mailing. 


Assortment No. CR-30—50 Sets 


6 each of Five different Holiday Designs. 


10 each of ‘’Congratulations”. and ‘‘Best Wishes“ 
Designs. 


Assortment No. CR-31—100 Sets 


10 each of Eight different Holiday Designs. 


10 each of ‘Congratulations’ and ‘Best Wishes” 
Designs. 


Assortment No. CR-32—250 Sets 
20 each of Ten Holiday Designs. 
25 each of “‘Congratulations’”’ and “Best Wishes” 
Designs. 


WRITE FOR SAMPLES 


The fustrits Line 
Northen States 


ENVELOPE COMPANY 
Chicago 


+f 
bye 


* 
x 


~ 
* 
: 


x 
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the invasion of North Africa, and was in bivouac in the 
hills of Tunisia when one of the clerks discovered that a 
large number of authorizations for allotments of pay and 
applications for family allowances, which were intended 
to be forwarded to the ODB before the unit left this coun- 
try were still in the organization baggage. 

So much for the present setup in the ODB. Perhaps 
you are aware of the recent amendment of the Service- 
men’s Dependents Allowance Act of 1942. Although the 
handling of family allowances is only part of the work we 
do, this change in law will mean a great deal of work for us, 

For example, most of the rates of family allowance are 
being increased. A wife and one child will now receive 
$80 instead of $62, a wife and two children $100 instead 
of $72 and so on. A parent dependent upon the soldier for 
chief support will receive $50 instead of $37, two parents 
will receive $68 instead of $47 and so on. This will mean 
cutting over some 2,000,000 check stencils and 2,000,000 
payment cards. 

Again, the new law establishes a new class of dependents. 
Heretofore we have paid a family allowance to parents, 
brothers, and sisters when they are dependent upon the 
soldier for a substantial portion of their support, or less 
than 50 per cent of their support. The new law continues 
this, but adds a new class of dependents—those dependent 
for more than 50 per cent of their support, and greatly in- 
creases the rates. Because of this we must make new 
determinations on 1,200,000 family allowance cases to find 
whether those people are dependent for less than half or 
more than half of their support upon the serviceman. 

The evidence we have on end is not sufficient for this 
work so we are mailing out to each one of these dependents 
a certificate, to complete and return to us. This certificate 
asks rather searching questions about the family financial 
status and it is expected that the answers will furnish us 
sufficient information to make rapid determinations. 

The new law makes a number of interesting changes in 
the persons who are eligible for family allowance. For 
example, the dependents of a WAC are now included in 
the law. If a man is dependent upon his wife for his chief 
support and she joins the WACS, he can obtain a family 
allowance—the same amount as the wife of a soldier. 

Finally the law brings into the fold aviation cadets—a 
fine group of men who have hitherto been barred from this 
benefit. 

All of these changes will, as you can imagine, make tre- 
mendous demands upon our administrative procedure. We 
have to hire some 2,000 new people. Where we will be 
able to get them is anybody’s guess; but get them we must 
and if we do, we hope to be able to carry out existing plans 
for changing over to the new law. If these plans work out 
the way we expect, we will be able to change over 60 per 
cent of our accounts to the new rates within the first 
month. This means that every wife and child of a private, 
private first class, corporal or sergeant in the Army will 
probably receive a check early in December computed on 
the new rates! 

However, the law provides four months for changing 
over to the new rates. This will mean that we will have 
three months in which to worry about the remaining 40 
per cent of our cases, which will consist primarily of 
parents, brothers, and sisters of soldiers. 

In conclusion, let me cite a few of the statistics about 
our office. It is estimated that over 8,000,000 people depend 
for some portion of their support every month on the Office 
of Dependency Benefits and the number is constantly grow- 
ing. Since we mailed out our first check last year, we 
have mailed 37,082,145 checks. We have approved 3,461, 
352 family allowance applications and already discontinued 
600,000 for various reasons. 

We now have 1,800,000 allotments of pay in effect. — 

In our short existence as an organization we have dis- 
bursed $2,099,387,792—$1,348,682,200 of it in family al- 
lowance and $750,705,592 in vlountary allotments of pay. 
I might point out that a good portion of this is contrib- 
uted by the soldier and that something less than half is a 
net cost to the Government. 

We have 60,000,000 documents on file. 

Finally we have had a net gain in business that would 
be the envy of any of us if we were in private enterprise. 
Since our first month our operation, measured in number 
of checks mailed, has grown 7,620 per cent. 

You can see from all of this that we in the Office of De- 
pendency Benefits have had our share of problems and 
are facing many new ones. It is work that we are proud 
to do and which we feel is part of the common mission of 
all of us, to work together toward that great day of final 
victory. 
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IN MODERN OFFICE EFFICIENCY! 
{2 GLOBE-WERNICKE 


WOOD FILES 


QUIET — SMOOTH-WORKING — HARMONIOUS 


@ Good news! Now— 

today!—you can buy 

Globe-Wernicke wood 

files with all the ad- 

vantages of metal. 

Representing the ulti- 

mate in design, mate- 

rials, and workman- 

ship, they are available 

without priorities in the 

standard 2-drawer, 

3-drawer and 4-drawer 

letter and legal sizes. . . 

beautiful imitation 

walnut or dark green 

finishes. Product of the 

_ world’s largest manu- 

i ié facturers of wood filing 

| hee equipment. 


f} GLOBE-WERNICKE 
“SAFEGUARD” SYSTEM 


FAST—EASY—ACCURATE! 


@ File clerks will like the easy, simple 
and practical method of the “Safe- 
guard”’ system. Easy to understand... 
easy to locate the names—and ample 
toom for expansion. Fits any standard 
size file cabinet. Economical—and just 
what you need for today’s streamlined 
Operations. 


4,000 ITEMS! 


Globe -Wernicke offers the 
world’s most extensive line of 
quality office supplies and equip- 
ment. That’s why it’s always 
wise to call your Globe-Wernicke 
dealer FIRST! 


CINCINNATI, OHIO 


peduers 


MONEY WILL 


3-55 WORTH STREET 
NEW YORK,N-Y. 
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IF YOU WANT THE BEST 
INSIST ON— 


“HY GRADE’: 


REG. U.S. PAT OFF. 
Watermarked 


ADDING 
MACHINE 
* ROLLS * 


and 
Canary Teletype Rolls 


te WOUND HARD & TRUE 
%& BRUSHED FREE OF LINT 
%& RED SIGNAL MARKED 


PLEASE MENTION YOUR STATIONER'S NAME. 
A SAMPLE ROLL WILL BE SENT TO YOU. 


L.HYMAN & Sons—Paper Merchants 
102 Prince St. New York 12, N. Y. 


1,000,000 
in use 
and when peace ~ 


comes, they'll be 
more in demand 


-FELDCO LOOSE LEAF CORP. 


116 W. MLINOIS st. CHICAGO 10, IL. 
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Removes Hectograph, Mimeo 
and other Duplicating Ink 
Stains, oil, grease, etc. 


AUTOCOPY cleansing cream acts effectively and instantly, 
is pleasantly scented—keeps the skin soft and smooth. ORDER 
12 TUBES TODAY: we'll enclose price list and quantity dis- 
counts, opening a channel of extra profitable business for you. 


DUPLICATING FLUID 
FOR ALL PROCESS DUPLICATING 


RUTOCOPY 9.co:porated 


464 West Superior St. CHICAGO, 10 


New “Wood” Locker Unit 
Accommodates 12 in 5 ft. 


The new hardboard and 

lywood Peterson Industrial 
kers come in both single 

and double (back to back) 

units that accomodate either 

12 or 24 persons in every 5 

running feet. Double locker 

room capacity and save valu- 

able floor space for productive 

use. Provide 

each employee 

with a spaced 

coat hanger, an 

individual ven- 

tilated hat shelf 

and a 12 in. x 

12 in. lock box 

for lunch, mi- 

crometers, draw- 

ing instruments 

or personal 

effects. 


PETERSON Wardrobe 
po agg een is provided 
for factory, shop and 
office— comprises 4 
complete line of single 
and double faced 
locker units, wardrobe 
racks and non-tipping 
(6 or 12 place) cos- 
tumers. eep wraps 
“in press,” dry and 
sanitary — exposed to 
air and light. No 
crumpled hats o 
soggy lunches in 
stormy weather. 
Prompt delivery. 


Write for Catalog 
VOGEL-PETERSON CO. 


“The Checkroom People” 
1818 N. Wolcott Ave., Chicago, U. S. A 
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Patented 
“CARBON GRIPPER" 


(. a Hexible backing sheet) 


ypists our... 


THREE important features: 


Save wear on Old and New Platens. 
Produce sharper, cleaner copies. 
Accurate and quick insertion of forms in 


od tl 


There is a 
Carbon Gripper 
backing sheet in 
each box of 
our NEW 
SUPER-TREATED 


Typewriter Carbon 


Purchase a box of our SUPER-TREATED 
carbon paper and be convinced. Send that 
order today. Samples of Carbon Grippers 
may be had on request. 


Cnodo—QUALITY QUALIFIES 


There is also a Codo “Carbon-Gripper" backing 
sheet in each of Super-Kote and Keen-Rite carbon 
paper. 


Additional Carbon Grippers may be bought 


MANUFACTURING CORP. 
Codo : 


529 South Franklin St., 270 Lafayette St., 
Chicago New York 


Factory: Coraopelis, Pa. 
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SPACE SAVED with 
BARKLEY 4s TAB INDEXES 


is MONEY SAVED 


Because BARKLEY Plastic TAB INDEXES have 
their entire body above the guide card they actually 
save inches of space in any filing drawer. With 
new equipment difficult to get today, making 
FULLER use of your filing cabinets is doubly im- 
portant today. 


Ask your dealer to 
demonstrate the 
BARKLEY Plastic 
TABS. In addition 
to space saving 
feature you'll see 
their MAGNIFIED 
visibility and 
smooth non-snag 
surfaces. 


C. L. BARKLEY & CO. 


ESTABLISHED 1921 


517 S. JEFFERSON STREET CHICAGO, ILL 
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We Will Pay 
Goward of $4 OO 


Jor on acceptable idea for 7 


NEW PRODINT 


The manufacturing resources of PRESTO Products 
are now helping to shorten the war. When Victory 
comes, PRESTO Products will be back with the latest 
improvements for postwar Stationery Store Markets. 


We are planning new products to increase our 
service to Stationery and Office Supply stores and 
help to extend further the popularity of the famous 
PRESTO Stapler and other PRESTO Products. 


We prefer products that can be made of metal or 
plastic. Products must have universal consumer 
appeal and sell under $10.00. IF YOU have an idea 
for such a new product, or an improved feature for 
an old product, write describing the service it is 
designed to give. 


BUY MORE WAR BONDS—Help Shorten the War 
—— <i —— 


METAL SPECIALTIES MFG. CO. 
3208 CARROLL AVE. * CHICAGO, ILL. 


BUY THEM NOW! 


NASCON AT-A-GLANCE PRODUCTS 
60 EAST 42ND ST. NEW YORK 17, N. Y. 


FEP PACE... 


WITH WAR INDUSTRIES AND 
COMMERCIAL USERS IN THE | 
INCREASED DEMAND FOR 


MACO FOLDER ROLL LABELS 


ORDER NOW!!! 


ze) 


the J.LMAY COMPANY 


TAGS, LABELS, PIN TICKETS AND DIE CUT SPECIALTIES 
Ill WEST 19th STREET - NEW YORK 


—with A-l-J Priority 
Ratings can now get 


LOOSE LEAF COVERS 


—with their built-in metal fasteners and 
metal eyelets. 


A Big Labor saver in the bindery 
A sizeable Money-maker for you 
A Real Customer friend-winner 


FREE Samples mailed promptly on re- 
quest. Pin portion of this ad to your letter- 
head for a complete set of samples. 


ELLINGSWORTH MFG. CO. 


200 SOUTH PEORIA STREET CHICAGO, ILLINOIS 
«TELEPHONE © HAYMARKET 1722 
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SECRETORY 


® REGISTERED U.S.PAT. OFFICE 


C 


DESCRIPTIVE LITERATURE 
g Be SENT ON REQUEST -- 


SENECA RULERS, Inc. 
SENECA FALLS N.Y. 


New York Rep.: Lawrence R. Schmidt, Room 538, 200 Fifth Ave. 


MORILLA ......-. 
DRAWING INSTRUMENTS 


AND 


DRAFTING § MATERIALS 


@ Drawing Sets 
@ Bow Compasses 


Sold by leading dealers 
everywhere; Used in 
every modern drafting 
room. 


ind 


@ Beam Compasses 

@ Ruling Pens 

@ Triangles 

@ Celluloid Curves 

@ T-Squares 

®@ Scales 

@ Parallel Rulers 

@ Slide Rules 

and a multitude of items 
essential in the drafting 
room. 


TECHNICAL PAPERS 


Tracing and Drawing papers of every description — in sheets, 
rolls, pads and blocks. 


ARTISTS’ MATERIALS 


Canvas Boards, Canvas, Colors, Easels, Brushes, etc., etc. 


DURA-SEAL [Formerly called “Cel-U-Seal") 


The original transparent, adhesive film for protecting and _pre- 
em erving maps, charts, documents, prints, etc., used extensively 
by Army and Navy units to protect maps and valuable papers. 


Catalogue and sample books on request. 


ORILLA co., 34-36 Cooper Square, N. Y. 


be 
;. 


THE M 
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TOUGH AS A RHINO 
Smooth as a Seal 


Templar DURO Load stands up under 


writing pressure that ordinary pencils can't take! 
Patented lead and exclusive bonding process 
make it 257, to 757, stronger. Gives seal-smooth, 
effortless writing performance for hours on end, 
with fewer trips to the sharpener. 

Write for FREE SAMPLE on your letter- 
head, giving name of your pencil dealer. 
Manufactured by RELIANCE PENCIL CORP. 
Dept, N-8 MT. VERNON, N.Y. i 


CHOICE OF 12 


CEL-U-DEX CORP. 
1 Main St., Brooklyn 1, N. Y. 


COLORS 
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WARTIME 
o NECESSITY 
for EVERY 
STENCIL 
USER 


TWO SIZES 
—for 50 and 


100 STENCILS 


ee. 
FILE STENCILS 
for Keetun 


leatherette = 
pages num H 
binding en- 
book to lie 
flat at all times. 


Write today for 
descriptive circulars 


Technygraph i 


TECHNY, ILLINOIS 


NBC VICE-PRESIDENT SPEAKS AT OCTOBER 
MEETING, N. Y. CHAPTER NOMA 
John Haskell MacDonald, vice-president of the 
National Broadcasting Co., spoke on “Qualifying an Execy 
tive for Certification,” at the meeting of the New York 
chapter of the National Office Management Association 
held at the Belmont-Plaza Hotel, New York, on Octobe 
27th. Mr. MacDonald stressed a need, greater than eve 
before, in the post-war world, for thoroughly traineqg@sUBSTA 
competent, and certified office executives. ye carri 
“Qualifying an Executive for Certification” was also Athoug! 
the subject of a luncheon meeting held at the Belmont —_—- 
Plaza on November 3rd. imitatio 
The New York chapter now has a phone number andgmitd stea 
mail address: Murray Hill 9-4459, Room 1202, Chryslergmquipme 
Bldg., New York 17. 
The New York chapter’s annual jamboree will be held 
this year on December 10th. George I. Stone, of Positio 
Securing Bureau, is chairman of this event. 
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OPPASSER TO NEW POSITION AT VARI-TYPER Bainb 
Ralph C. Coxhead, president of the Ralph C. Cox Cli 

head Corp., 333 Sixth Ave., New York, manufacturers o ~~ 
Vari-Typer composing machine and aircraft parts, recent] Sten-c 
announced the appointment of J. J. Oppasser as assistant New | 
Ever t 

Hash 

Other n 

J. J. OPPASSER ng their 


In New Post at 


Vari-Typer AINB 


8 Gre 


Mr. Oppasser, who joined the Coxhead corporation iz 
1929 and has since served as advertising manager, assistant 
Metropolitan manager, Philadelphia branch manager, and 99 
manager of the New York sales office, will assist W. T 
Criswell, vice-president in charge of sales. He will also 
supervise the Vari-Typer program of training government Is 
operators and maintenance and installation men in the use 
of this machine, which is finding increased use as a result 
of paper-savings measures now in effect. ba: 


FILING ASSOCIATION HEARS WILTSE md ex 
J. S. Wiltse, of the Johns-Manville Co., spoke beforegg ™7°™ 
the members of the Filing Association of New York on the 


subject of “Personnel Interviews” at the association’s ranscr 
October meeting, held at the Hotel New Yorker. “One off lectly. 
the main functions of an interviewer,” said Mr. Wiltse have 

“is to create a friendly feeling toward the company he tested 
represents.” He outlined various aptitude tests which ma ie 


be used to determine an applicant’s ability in filing. ‘ 
Directors of the Filing Association for 1943-44 are Edithyg °°" 


Fulton, Margaret Weis, Ethel Hyman, Dorothy Jordan sructis 
and Alva Menzies. Irene McFarland is president; Jea ft ies 
Coyne, first vice-president; Lucille Claus, second viee d ‘Tt 
president; Frances Howard, recording secretary; Elsa Dictati 
Sesser, corresponding secretary; and Ella Redmond - 


treasurer. 


TSA HOLDS HEALTH NIGHT 
Carlton Fredericks, broadcaster of the daily radi 
program “Living Should Be Fun,” was the guest speake 

at the Transcription Supervisors’ annual Health Night 

held November 8th at the Hotel Sheraton, New York. The 

title of his talk was “Victuals, Vitamins, and Victory.” 104. 

Miss Mabel M. Coulter, of Raymond Concrete Pile Co. 
TSA’s health chairman, introduced the speaker. 
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#\ LONG RECORD OF SERVICE 


Founded in 1845 Growing in 1943 


SUBSTANTIAL STOCKS OF STAPLE GOODS 
ye carried—to supply our large and growing clientele. 
Although handicapped by necessary restrictions and 
imitations, the HOUSE OF BAINBRIDGE carries on 
ind steadily enlarges its multiple services in the office 
suipment field. 


NEW ITEMS INTRODUCED IN THE YEAR 1943 


Prest-o-Print Victory Duplicator 

Bainbridge Victory Fibrcan Baskets 

Cling, Successor to Rubber Cement 

Sten-o-Fren, Type-cleaner and Rubber re-vitalizer 
New Era Asbesto-Plastic File 

Ever Handy Desk Tray 

Hash Visible Index 


Other new products, previously introduced, are hold- 
ng their place in general use. 


AINBRIDGE, KIMPTON & HAUPT, INC. 


118 Greenwich St. New York 8, N. Y. 


99 “400% PERFECT 
Is NOT ENOUGH 


lh a minutely planned 
and executed War where 
Movements must dove- 
tai orders have to be 
tanscribed 100% per- 
lectly. Impartial tests 
have proven Standard 
tested Cylinders to be 
leaders in clarity, 
strength and clean-cut 
fooving. For the in- 
tructive story of these 
tests write for your copy 
“The Voice of the 
Dictating Machine”. 


lr Dictaphones * Ediphones 


RECORD COMPANY 


104-114 South Fourth Street, Brooklyn, N. Y. 
Cable Address: Stanrecord 


“Ammunition” is anything that hastens Victory. Time 
saved in clerical work is high-power ammunition. Impor- 
tant time savings can be made by using Cook's Steel 
File Signals on cards and ledger sheets to segregate 
groups of facts for quick reference. In 12 non-chip colors 
for all filing systems. Card of samples on request. 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 


KEEP THOSE BOSTONS 
POINTING! 


We're still trying mighty hard to resume the 
manufacture of BOSTON Pencil Sharpeners, 
and shall continue our efforts toward this end. 
We have manufactured, by permission of the 
W.P.B., a limited quantity of famous BOSTON 
Speed Cutters to replace the worn cutters in 
sharpeners now in use. Better order replace- 
ments for your BOSTONS right away while 
they are available. 


G. nUWARD HUNT PEN CO., Camden, N. J. 
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WORKING FOR 
MORE OUTPUT 
PER TYPIST 


Busy with War work, we still 
supply parts and service, to 
speed your typing. 

THE DAWN MFG. CORP. 


DIVISION OF THE 


HALL-WELTER CO., in ROCHESTER, N. Y. 


We have just picked up a small lot and offer some 


REBUILT BURROUGHS CALCULATORS 


We Still Have Some... 


REBUILT MONROE CALCULATORS 


— ALSO — 
Addressograph — Elliott Machines & Supplies 
Mimeograph — Multigraph Machines & Accessories 
Kardex — Acme — Rand Visible Cabinets 
Dictaphone — Ediphone Machines & Records 
Sealing — Opening — Stamping — Folding Machines 


MAILERS SERVICE & EQUIPMENT CO. 


40 W. [5th St. (Mailers Bidg.) New York City 
Cable: MAILSERV, N. Y. 


BITTMAN NEW GENERAL MANAGER 
OF A. W. FABER, INC. 

A. W. Faber, Inc., Newark, N. J., manufacturers 

| of pencils and drawing supplies, has announced the ap- 
pointment of Harry U. Bittman as general manager, in 


HARRY U. BITTMAN 


Succeeds Sauter at 
A. W. Faber, Inc. 


complete charge of all operations, including production, 
sales and advertising. Mr. Bittman succeeds the late 
Robert Sauter, who passed away in August. 

For sixteen years Mr. Bittman was sales and advertis- 
ing manager of the company. A year ago he enlisted in 
the Army and was sent to Officers’ Training School. He 
suffered a fractured ankle, which hospitalized him for 
four months, and at the end of that time received an 
honorable discharge and resumed his duties at A. W. 
Faber. 


| WAR CONTRACTORS MAY RENT 
POST-1935 TYPEWRITERS 

War contractors who were required to turn m 
rented typewriters manufactured since 1935 are now au- 
thorized to re-acquire these or an equal number of similar 
machines on a rental basis, OPA announced October 12th. 


TRADE MARK RE U.S. PAT. OF FICE, 


a NU, ACE By Every Test 


Photo Mounting Corners for Every Album Need 


The Ace Art Company offers you a com- 
plete line of NuAce mounting corners. Plus 
the new attractive Red, White and Blue 
patriotic design. Baby Pink or Baby Blue 
are two other popular NuAce mounting cor- 
ners. Write for samples today. 


PATENTEO 


ACE ART CO. [tata 
5 GOULD STREET READING, MASS. o Silver 7 CE FA! 


For More and Better Copies, GRAPHIC ROLLS, in all 


sizes, on Spindles to fit all Makes of Duplicators. 
Cloth Back—amber and white fibreback rolls. 


Hektographs and Refill composition in 
Lithographed Containers 


Manufacturers Since 1911 


GRAPHIC DUPLICATOR CO. 473 Broadway, N. Y. 


GELATIN ROLLS & FILMS 


FOR HEYER, 
DITTO, VIVID, 
_ STANDARD, Etc. 


cs » warts FOR PRICES . 
THE HEYER CORPORATION - CHICAGO 
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' Petty Th opts 


No. 10 


WONDER INDER [OCK joes everything the or- 


dinary lock can do—plus many things 
no other lock has ever done before. 
Instantly applied and will securely lock 
every kind of a drawer, file or door, 
(See Illustration). Also made to pro- 
tect the contents of show cases. No 
holes to drill—no nails or screws, no 
tools required. Two drawers may be 
secured with one WondER [ock by the 
List Price $2.50 use of brace plate furnished. 


Every store, office, factory and home a prospect. Used by U. S. govern- 
ment. Write at once for price and full particulars. 


WONDER | (OLK Prompt Shipments 


53 W. Jackson Blvd. Chicago 4, Ill. 


GRATEFUL TYPEWRITERS 
And why shouldn’t they be? 


Their carbons give extra copies that 
are cleaner and clearer; their inked 
ribbons last way longer. Certainly 
— for they use WRITE carbons and 


He ribbons. And that all sums up to 

for fewer errors, more efficient work, and 
smiling bosses. 

an 

WwW A wide choice of WRITE car- 


bons and ribbons is offered to 
you for your particular needs. 


Send for FREE ples and c 
logue of prices at once. 


pl cata- 


420 Lexington Ave., New York, N. Y. 


WRITE, | 
md | nc. Factory: Bridgeport, Conn. 


MES VEW WARTIME MODEL 


Built according to 
Ace’s rigid specifi- 
cations by precision 
engineers and 
skilled workmen. 
Finest available 
materials. A sturdy, 
long-life machine. 
Smooth, easy, de- 
pendable opera 
tion. 


Sold only through dealers with qualifying priority ratings. 
FASTENER CORP., 3415 N. ASHLAND AVE., CHICAGO 


aswer 


The eae 


in Bl [| Something New 
ME from something used. That s 
- ae — of a 

i OFFICE EQUIPMENT. Knows 

Bul 

B MVERSAL OFFICE AnsrEe Cises Etc. 
OFFICE EQUIPMENT 
COMPANY INCORPORATED 
561 Broadway, New York City 


brands, popular models, 
"The dense That Confidence Built” 


great bu ys. 
ber, 


visiBLe RECORDS 
ae - @ SHELVING 


1943 1943 


HOW TO WIN FRIENDS 
AND INFLUENCE PEOPLE 


; . by using Memindex—the fa- 
mous ‘pocket office’’ that for more 
than 35 years—continually improved 
—has served busy executives and 
other leaders everywhere. 


A THOUSAND NEW 
USES THESE BUSY DAYS 


Memindex organizes, 
plifies every activity. A trermendous 
time and energy saver. POCKET 
CASE for temporary data — DESK 
UNIT for permanent records—but no 
transcribing. Prompt shipment. 


reminds, sim- 


Style PK jj 


Write for Complete Information. 


Wilson Memindex Co., 149 Carter St., Dept. S, Rochester 5, N. Y. 


PM HONOR ROLL 
PLAQUES 


MADE IN ALL SIZES 
FOR INDOOR AND OUT- 
DOOR DISPLAY 
NAMES MADE UP IN 
CHANGEABLE 
LETTERS OR EMBOSSED 
STRIPS 


Send for illustrated circular 


ACME DIRECTORY BOARD CORPORATION 
37 East 12th St. New York, N. Y. 


Doubles Phone Efficiency 
HOLD - THE - PHONE 


Both hands are free for making handling 
papers, searching, Souriag ond emching when emadie 
telephones are fitted with this resilient device. 

Easily attachable and adjustable. —_ up long 
distance calls and adds to user's 


Gn te oe Ge ctutee & Oto 
much needed 


Distributed by Bainbridge, 
Kimpton & Haupt, Inc. 
218 Greenwich St., 
New York City 


HOLD-THE-PHONE ‘ium Building 


RITE-RITE MFG. CO. * DOWNERS GROVE. ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 
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HONOR ROLLS 


Dignified Tributes to Your Men 
in the Services 


* 


These Victory Cast Honor Rolls 
with raised letters presents impres- 
sivey the names of those you 
would honor. Cast in a material 
that is a non-critical substitute for 
Bronze, they both look and fell 
like Bronze. 
Send for illustrated literature. 


UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS ' 
570 BROADWAY, NEW YORK 12,N. Y. 


Just Purchased from the U. S. Government 


5000 GENUINE PRONTO TRANSFER CASES 


All with STEEL FRONTS & STEEL BACKS— 
Slightly Used—Also Many Steel Front Transfiles 
These Are Already Set Up and Ready to Use. All in 
Excellent Condition— 

No. 1210L Lett Si Steel Front 

No 110K Legal Sine’ Stel Frooe' | 91.69 ea. 

Steel Followers & Rods 40c ea. complete 

- = ee Seer ans Steel a & Back 

No. : Steel & Back 

No. M40 Troncitle Lotter Sted = ss |s1.98 each 
No. M41 Transfile Legal Steel Front 


The Four Above Are Equipped With Roller Bearing Slide Suspension. 
(Prices F. O. B our Chicago Warehouse) 


KRIL-OFFICE PRODUCTS 


170 West Monroe St., Tel. State 3462, Chicago, Itt. 


Extraction Guaranteed with 
BERNARD 
STAPLE REMOVERS 


Removes staples eas- 
ily. No broken finger- 
nails or torn paper. 
Send for catalog of 
Bernard Tools. 


They give “MORE POWER TO YOU!” 
THE WM. SCHOLLHORN COMPANY 


: 1 divisi 
NEW HAVEN Stationery tool division CONNECTICUT 


MOORE PUSH-PIN COMPANY 
Since 1900 113-25 Berkley St., Phila., Pa. 


The quality line with consumer appeal. 


® DRAFTING TABLES 

® PROTRACTORS ® STRAIGHT EDGES 

@ TRACING PAPERS ® SANDPAPER PENCIL POINTERS 
® LETTERING GUIDES ® INK-OUT 

® ERASING SHIELDS ® ADHESIVES 

© T-SQUARES ® TYPEWRITER CLEANERS 

® TRIANGLES @ TYPEWRITER OIL 

@ TYPEWRITER KITS 


Prices and delivery dates on the above items will be 
gladly given upon request. 


CARDINELL CORPORATION 


MONTCLAIR NEW JERSEY, U. S. A. 


® DRAFTING KITS 


LIGHT WEIGHT 


VISIBLE REFERENCE 
“een BOOK 


Inter-Office Directory 
Personnel Records 
Dealers by State & City 
Sales Records 
Switchboard Directory 
Telephone Listings 
Real Estate Listings 
Etc. 
* 
Priced Complete from $1 to $30 
For complete 42¢:.. 
Size of book open 111,”x121.” wrile ic 
EXCLUSIVE DISTRIBUTORS 
BAINBRIDGE, KIMPTON & HAUPT, Inc. 
218 Greenwich Street, New York 8, N. Y. 


Wholesale Stationers, Distributors and Manufacturers 
Mfd. by Henry F. Page Co., New York, N. Y. 


See the NEW 


Ts 


A DISTINCTLY 
DIFFERENT 
MASTER UNIT 
FASTER, always 


ready to use without 


MASTER U N ITS finding or assembling 


carbons and master sneets. EASIER and CLEANER for operators. 
PERFECT REGISTER and BETTER REPRODUCTION of all work 
on ALL SPIRIT DUPLICATORS. MORE ECONOMICAL than 
using loose sheets. Keeps hands and Tynewriters Clean, 
PRINTED UNITS: We 


can DAM nt ceo 
DUPLICATING FLUID Eciapaa tise 
printing costs. 


for allvsprt dupica DUPLICATING PAPERS, INC. 


West 19th St New York N Y 


Turn to page 20 for Index to Advertisers. 


UALITY PRODUCTS FOR 75 YEARS 


Filing Supplies * Loose Leaf Cove 
Paper Specialties * Office Equipment 
Originators of Modern Indexing a 
_AMBERG FILE & INDEX CO. | 
1617 Duane Blvd. - Kankakee, Il. 


November, 1943 
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Bates 


The Bates Manufacturing Company; Orange, N.J 
New York Office, 30°Vesey-Street a 


Long after he forgets the 
price, a man remembers the 
quality of what he bought— 
that’s why Bates Numbering 
Machines, and the other Bates 
Office Helps have made such 
a place for themselves in the 
business world. 

War production has 
taken a large part of the 
Bates manufacturing ca- 


pacity—so much that until 
the war is over we can- 


not possibly meet the full 


Bates List Finder 


OFFICE. 
HELPS 


demands forall Bates Products. 
These are days for conserva- 


tion—days when it is more im- 
portantthanever to keep Bates 
Products in top condition; 
for everything that speeds up 
business speeds up Victory. 


QUALITY sticks in a man’s mind... 


| 
| 
al 


Bates Numbering Machine 
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Behind Esso’s 100-Octane Gasoline 


March Hundreds of 
Underwood Typewriters... 


Ps 


Buy War Bonds . . . To shorten the duration 


Official U. S, Navy Photograph of fighter planes on a carrier deck Enlist your dollars . . . 


The fast-flying fuel that powers the planes of many of 
America’s intrepid airmen gets its paper work “start” on 
time-saving Underwood Typewriters and Office Machines. 
Throughout the Esso organization they have played a 
prominent part in the quick handling of office detail re- 
quired by the company’s war effort. 


From the “paper work” in the famous Esso Research 
Laboratories where this Victory fuel was developed to the 
final orders to Esso tanker captains for delivery “somewhere 
in the war zones,” the unfailing efficiency of Underwood’s 
durable equipment speeds the vital war work of the Standard 
Oil Co. of New Jersey and its associate companies. 


LS 

S 
- 

e 


Reports Esso Marketers: “In the last few years many of 
our Underwoods have had to do double and even triple 
TO OUR MILLIONS OF VALUED CUSTOMERS: duty. Our UEF machines have stood up remarkably well, 
i Accounting and Adding Machines are available under WPB regardless of their age!” 
% regulations. . 

Typewriters are available for rental to anyone. : . 

Maintenance Service, from coast to coast in 366 

cities is in complete and efficient operation for all | ggg Underwood Elliott Fisher Company 

makes of typewriters, UEF accounting and adding | listed 

machines. ys 
ie Ribbons, Carbon Rolls and Carbon Paper—Com- a In war production on U. S. Carbines, “Caliber .30 M-1—Airplane In- 
wer ylete lines are available for all makes of machines. “= S| struments—Gun Parts— Ammunition Components—Fuses— 
@.yright 1943, Underwood Elliott Fisher Company Primers—and Miscellaneous Items. 


ONE PARK AVENUE, NEW YORK 16, N. Y. 
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